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ABSTBACT . / . 

In 1969-70 the Ne^.Yqrk State Education ^Department 
adopted standardized, fiscal forms for local edacqition agencies to use 
for most federally funded programs.\The standard forms have been* an* 
improvement and have been readily ^acknowledged as simpl'if ying the 
application and funding procedure. Since 1969-70, changes^ such as 
indirect cost procejiures and the elimination of documentation, have 
requi'-red revision of the^ forms., This publication should *serv^ as ^ 
valuable aid in the use of the new forjns, for the application^ for and 
administration of federally aided projects. The general procedures 
used in funding federa^y aided programs, the proposed budget for th§* 
operation of a federal project," and the general auclit guides are 
Resented alon'g with the g^ocedures aitd "forms needed for indirect 
cost rate applications, special program'Nadministrative^ and 
supervisory position descriptions, special grant-budget , amendments, 
monthly expenditure reports and monthly/quarterly requests ;for funds, 
construction project bu.dg.ets, reports of fconstEuction progress, and 
final project expenditure reports. (Author/IET) 
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' INTRODUCTION X '/*^ 



n In i969-70i^the State Educdtlo»\ Department Adopted ^the use of standardized 
fiscal forms to be used for most federally funded programs in the local* . 
educational agencies of New York State. ^ 'At that time a handbo6k <jexplainlng ^ 

the U8^ of -such forms was .published. ' ' , ' ^ ^ / * • 

*t t I - , • . " ' ^ / • 

The standard fonns have^ been an inlprovemerit apd readily acknowledged as 
siraplifying.*the iipplicatidn and funding procedure.. ^ " " . / 

Sinc^ that time, it^as been necessary to revise the forms.^ Changes 
such as, Indirect Cost^procedurp^, and the elimination of documentatlSh have 

. y > • 

required such revisions. This publication should serve' as a valuable aid In 
the application for and administratior> of federally aided projects. 

Questi^ons pertaining to the "^ntergf etation of this Guide should be v 
dir,e.cted to the Federally Aided Programs Unit of thle Divis^ton of Educational 
Finance (518-474-4815) . ' Specific program Inquiries may be directed t^K^the. 



\ 



following staff members: 
.-V 



'IN 



Programs 
All> Programs , ^ 
ESEA I 



ESPA II, NDEA III, Education of 
Handicapped , .State Agencies for 
.Handicapped ind Delinquent, Follow 
Through, Right -to Read,* Migrant: i 
Education^ 
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ESEA III, Vocational Education,. 
Adult. Basic- Education, Wtelfare ^ 
Education, P.L. 874 

Comprehensive Employment Training^ Act, 
.Higher Education Act, EducatiLon 
' Profeii'sions Deve|Lopment Act/Vj^^e-K, ESEA V, 

Indirect Costs, Library ^Services^ and 

Construction Act L * 



^Staff Members 



Henry S. DeLegge, 

David E. Hone 
R it hard Connell, 

p C. James Coff<tn 
Peter M. Murphy' . 



Ivan McDonald 
John R.* Cur ley 



Gregory Illenberg 
John P. O'Neill 
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GENERAL PROCEDURES USED FUNDING FEDERALLY^ AIDED PROGRAMS. 
, « 1J<' THE LOCAL EDUCATIONAL .AGENCIES OF NEW YORK STATE 9 

\ In general^ the following steps are followed i^p' ^undlufe federally 

• aided) pj-ogfams in the local educational agencies of New York'State: 



f k 



Step 



V 

i 



All appropriate local edacktipnal agencies for a new or 
conl^nuing federal program are notifi^V automatically. 



about .the program by the New York State Elduc at ian, Depart - 

I fc «2 

ment^ If LEA*s are required to ask for ^ppltcation forms, . 

* • ' * • ^. ' " < ' 

i * • they are notified at this time. In ra'ahy programs^such a^ 

request is unnecessary, , 

Step 2: Application jEorms, .incfluding copied of the Proposed Budget. « 

, , (FA-10), are mailed to all eligible Ipfcal agencies ^yihe ^ J \ 

^ / Stater Education Departrsent, ^ ^ - w* * 

/ . ^ I 

Step 3k The local "e^cational agenqy submits completed application 



\ 



"-forms and copies of tfie^Froposed Budget, to the State 



Program Coordinatpr .of the project* 
^ / • M ' V ^ 

' ' * .^^ • • ^ ' » ** 

Step 4; State Program Coordinator notifies the local educational 

> ^ ' r ■ / * ' . ^ 

agency of applicatl^iftn approval or disapproval • * ' . ^ 
St^ 3: For each approved project, the State Pi^ogram CoordAniator ^x^. 
* sends two (2) copies of th*e Pfoposed, Budget to the 



Federally Afded Programs Section, Divi%ioi\ of Educational ' 
Finance,, of the State Educatioi^ Department. 



Step 6", Copies of^the Proposed Budget are 'revi^wbd in the Federally 
« . • » . • ; 

, • Aid^d Programs Section. An= automatic first paywent (25% of 
regular budget or 50% of a budget for summer projects) is 
made, to the local educational agency without request. 



ERJC , 



,G 



Ax\ exact ^opy of the project Proposed Budget - FA- 10 
as on file in the Federally-Aided Pjrograras offic6^Ts 
..also returned to the agency at 'thiS/t!imeo • ^, 

Step 7: Upon receipt of 'the first check toward each project, the 
l^ocal educational agency begins to submit a report of ;^ 



expenditure^ made 'in support 'of the project to tlie State ^. 

Ejlucation Department, Division of Educational Finance. 

(Form:. Monthly Quarterly Expencflture Report and Request 

for Funds FA.'25-AP-)\ This' report ks'to be iEiled monthly 

* ' f ' 

for projects with budgets in, -excess of $100,000 and 
quarterly . for all projects .with budgets of less than 
?100,COO until the FiAal Expenditure Report (Form FA-IO-F) 

^^is submitted.. Up to a tot^l of ^90% of the approved project 

/ * • ' . . • ' 

" budget may be advanced via the PA-25rAP form# 

• ^ '^ , , ' ... 

Throughout The local' educational agency requests approval of the 

' , ' . . \ t 

»» * , 

Operation State Program Coordinator for budget ancf^ project amend- ' 

Ct Project: ments and changes. (Form: Special Grant-Budget Amendment 

\ • \ 
. . . FA-IO-A). . . * ' ' 

Step 8: The local educational -^?\gency submits a. final report of 

>> 

. actual project expenditures, with necessary documentation, 
, to .the Division of Educational Finance of the State 

^ . Education Department (Form.: Final Project Ekpenditure 

> * • • ' — ( 

Report FA-IO-F). . " " 

Step 9: An audit, of the final report of expenditures is completed , 

, * by the Education' Department and'a final .approved total 

^ • * * of project e^|)enditures is determined. Upon acceptance ' 



J 



V 



n; • 

^7 



of "this^udit by the-JNew York State Department q£ , 
. ' ] ^ ■ • . :\ . . ^ - 

Audit and Control o a final check representing any 4.. 

balance due the agency toward the project is 50nt^^ 

* (Thi9 entite;.procedure of StetK>9 requires no action 



on the part of the local agency >unle88 specific 
infornation'^s requested in writing 'by tfie State 



Education. Department)'* 



» * 



i 
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PROPOSED^ BUDGET FOR THE Ol!i,RAT10N OF A FEDERAL PROJECT 

Foria . • 

' Code Ho.: FA- 10 ''^ 

, Purpose: !• To assist^ the, local educational agency in assessing 

its needs for and planning/the neces'sary expenditures 

of the project-; 

2. To* provide, .for the office of "the State Progfara 

* 

y ' Coordinator, a specific itemization fcf requJLred 
\ expenditures 6f the project; 

^ 3. To provide office's of the Division of Educational 

Finance of the State Education Department and offices 

of the New York State ^Department of Audit and 'Control 

. <\ the^'requlred information to allow those offices to 

* 

authorize the Issuance of checks toward the project; 

" / • * 

A, To Insure that expenditures made by the *local educa- 

tlonal agency have the grlor approval of Che State 

- Education Department, such prior approval being 

required by .both Federal and State regulations. 

Submittal I. The deadline date Is established by each special 

Time: * * . ^ 

program coordinator. Application must be, suBmltted 

to the New York State Education Department -(appro- ' 

^ prlate State Program- Coordinator) 'pj:-tor to the 

Initiation ^of any project activities, or the Issuance 

m 

of any projec^t obligation at the local level. 

Special U All indirect costs for administration of a project 
Instructions: ' ^ 

• must be claimed by using the local educational agency's 

approved Ijidirect cost rate for restricted programs* 
* * « ' 

0 ' ' 



A description of the procedures and ferns to be 
used in applying for an Indirect cost rate nay be* 
foqnd on page. 25! 

"Equipment," as^used in-this budget* forn is defined 
as "any single* iten having a unit cost of §50 or 
aorer." . " 



1 

I 

I 

I 



. • INSTRUCTIONS 

CompllBte this form in pen or typewriter. ^ 
Submit the number of •C9pies require;d by the ^ 
appropriate program office directly to the 
program coordinator's office in the New Y.qrk 
State Education Department, Albany/'N^w York 
12234. , * ' ' 



Tbe Univer^itx of the State of NeWYork 
THE STATE EDdCATION DEPARTMENT 
Division of ^Educational Finance 
FEDERALLY AIDED PR^OGRAMS 
' Albany, New York 12230 

-PROPOSED* BUDGfeT ?0R THE 
OPERATION OF A FEDERAL PROJECT 
FA-IO "(1/73) 



Project Title^ 



Project Schc?dule: Beginning Date ^/ 



Name of Agency Administering Projec*t_ 
Mailing Address * 



Chief Administrative Dfficer_ 
Project Director 



♦ Ending Date^ 



County 



Telephone No.^ 



• Telephone No. 



7^ 



GENERAL DIRECTIONS 



NOTE r No Cod^l 100 (Central Administration) is provided. .The A-87 Indirect Cost rate must 



he used. 



^ 4 



% * / 

1 . Actual indirect costs applicable to this project should be calculated on page 15, usin^ 
approved rates^ after all direct cost-i items have" been .entered. 

2. , Any increase in the number of and/or change in ty|>e of |5ersonneL items requires prior 

approval through a budget amendment. Also, consultant S4.laries over ?I0O per diem must 
be prior approved » - • ^ ^ 

3. Any increase in the number and/or change in type of equipment items having a unit value 
of $50 or more (budgeted under category 1230) r'eqtllres prior approval thrpugh a budget 

•amendment,, § 

4. All out-of-state travel must be itemized and any' changes or a^^litions" t6 this category 
must be prior "approved,- * ^ a 

^ ii 
3, Any time a budget subtotal category (salaries,^ contracted s^cvices, travel) is increased 
by more than 10^ percent prior approval must be obtained. However, prior" approval is not 
required if the change does not increas'^ t;he, original budget subtotal by more than $500, 

6, The total budget grant amount, however, may not he irfcreased. without prior apprcfVal, 

J ' , . ' ^ 

^> ' 



Appropriate Federal Program Source of Funds 



« 



INSTRUCTION ' 



210 Salaries for Professional Personnel ; Salaries of the project director, assistant 

director, project cvaluator, assistant principals or any other personnel performing 
the functions of supervisors of instruction, teachers, school librarian, or curriculum 
writer. For each supervisory position listed enclose two. completed copies of Form 
FA-50, "Special Program-Administrative and Supervisary Position Descclption. " Do* 
not include such indirect costs as Federal Aid Coordint^tor, Special Program Coordi- 
nator, or Director of State and Federal Relations. 



Specific Position Title 



Estimated Number 
Total FTE 



Project. Salary 



Subtotal ^ 



210 



ERLC 



* 4 

2l'> Salaries for Nonprofessional Personnel ; Salaries for teacher aide, secretarial 

and 'clerical assistance, and others in support of the professional personnel listed 
in item 210. Do not include salaries of staff assigned to the Federal Aid Coordi- 
nator's office or the staff assigned to any 'slrallac administrative office* 



Spedific Position Title 



Estimated 'Huml^er 



Total 



PTE 



Project Salary 



X 



} . 



Subtotal $ 



250.3 Con tracted Services for Instruction or Project Evaluation ; (Includes consultant 



service) ^ 



Purpose^ of Expenditure Per Diea Rafce (if consultant) Total Amt« of Contract 



215 



■V 



Subtotal $. 



250.3 



250.2 Travel Expenses^ for Instruction ; For add'l space form FA- 60 (TRIP DESCRIPTION) 
may be u3^d. ,j • ^ 



h 

Position of 
Traveler 



Destinatioc^ of 
Traveler 



Purpose 



Proposed Expenditure 



Subtotal $ 



250.2 



Other iKstructional Expenses • 

220 feJjtboQks - Texl:books furnished free to all pupils of one or more specific 
classes, grades, or schools v 



'Subject. Area 



^Quantity 



Proposed Expenditures 



13 



220 



230.1 School Library Resources ; Library books, reference books, periodicals and 
newspapers for use in the school library or classroom. 



a. School Library Books 

b. Reference' Books (other than textbooks) 
^ c. Periodicals and Newspapers 

^ ' / 

/ 

230.3 Audiovisual Materials (not equipment) 

a. rFilras, Strips, & Transpareno-ies 

b. Tapes and Recordings 

c. Maps,' Chajrts, and Globes- . 
* d. TV and Radio Materials 



Quantity 



Quantity 



Proposed Expenditure 
$ 



230.1 



V 



Proposed Expenditure 





240 Other Miscellaneous Expenses for Ins'truction; 
includes teaching supplies and materials 
« *'* Quantity 

a. Prog. Learning & Vforkbook Materials 

b. Testing Supplies 

c* * Classroom Supplies & Materials 



230.3 



Proposed Expenditure 

$ 



I 

d. Miso SuppHes & Expenses (Instruction) 



240 



Subtotal: Other Expenses (Sum of 220, 230.1, 23ol3, 240) ^ 

10 - ' 



^ 260 STAFF DEVELOPMENT (Recruitment & Training) ^ 

260. 1 Salaries or Stipends for Staff Development 



Specific Position Title 
1. Teachers 



Estimated Numbier 
Total FTE- 



2. School Administrators 



3. Trainers of Teachers 



4. Pre-service Trainees 



5. Other (attach explanation) 



Project SaUry 



Subtotal $ 



260. 1 



260.< Contracted Services for Staff Development ; Includes consultant services 

Purpose of ExpeVidlture Per Diem Rate (if consultant) Total Amt. of Go n^^ ract 



260. 2 Travel for . Staff Development 



Position of 
Traveler 



Destination of 
^ Traveler Purpose 



Subtotal $ 



260.4 



Proposed Expenditure 



Subtotal $ 



1 ' 
260. 2 



ERLC 
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15 



.Other Expenses for Staff Development 




260.5 Tuition for. Staff^ Training . 

Name of Institution No. of Purpose of ' Tuition Costs 

Where Trng« Conducted Trainees " Program . Indv > Total 



260.6 Inservice Educatijau expenses for Staff Training ; includes conferences 

J ^ ~ ^ 

Purpose ^ No. of P.^rticipants Rate of Charge 



Estimated Cost 



260.5 



'260* 3 Other Miscellaneous Cost 

<^ Descrip'tion' of Item 

1. Rental of Equipment 
(attach explanatioif) 



2. Other (attach explanation) 



, 260.6 



\ 



Quantity orr Description Proposed Expenditure ^ 



/- 



Subtotal: Other Staff Development Costs ' ' ' 
(Sum of 260.5, 260.6, 260.3) 



260.3 
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'300 GUIDANCE AND ATTENDANCE SERVICES 



310 Salaries for Guidance and Attendance Sejrvlces ; , (a) -payroll services for G.uidalpce 
officers, school psycHblogist and directors, attendance officers, visiting teachers, 
,ajid school, social workers, (b)^ payroll services for secretarial knd clerical assist- 
ances to any of the aforementioned personnel. , ^ / 



Specific Position^ Title 



Estimated Number 
Total PTE 



Project Salary 



Professional Salaries Subtotal, 



Nonorofessional Salaries Subtotal $_ 



320.4 



Total Guidance Attendance Salaries |$ ^310 

Contract ed Services : includes consultant service ^ 

Purpose of Expenditure Per Diem Rate (if consultant) Total Amt^ of Contrac^t 



Subtotal $ 



320.4 



^' 320.2* Travel Expenses<»for Guidance and Attendance Services 

Position bf ^ Destination of 

Traveler ^av^ler Purpose 



Proposed Expenditure 



1 



Subtotal $ 



320,2 



3 20. 3 Other Expenses for Guidance and'Attendance Services 



Description of ftem 



Quantity ' 



Proposed Expenditure ^ 



\ 



Subtoti^l $ 



320*3 



13 



J 



1/ 



/ 



/ 



,400 HEALTH SERVICES 



salaries for Health. Services '-- Payroll salaries for health services of (a) school 
physicians including psychiatrists (b) school dentis|:s (c) school nurses (d) school 
secretarial and cleritaL assistants ^nd attendahts. 



Specific Pos ition Title 

— c— 



EstimatiEid Number 
Total FTE 



Project, Salary 



,420.4 Conjtracted Services 



i Purpose of Expenditure 



i 



Subtotal'' 



410 



"Per Diem Rate 



Total Am't* of Contract 



1*- 



420.2 Travel Expenses for Health Services 



Position of 
' Traveler 



Destination of 
Traveler^ 



Purpose 



Subtotal $ 

' / 

Prop Qsed 



Expenditure 



- 420.4 



Subtotal $ 



420.2 



^^^'^ Other Expenses for Health Services - Supplies for health services and miscellaneous 
expenses for health services JLncluding payments made on'-.a fee or contracted-service 
ba'sis. 



Description of Item 



Quantity 



Proposed Expenditure 



Subtotal $ 



420.3 
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\ 



.14 ' 
18 ' 



V a 



510 



500 PUPIL TRANSPORTATION SERVICES 

Salaries for Pupil Transport^ation Services ; Payroll salaries of pupil transportation 
personnel whose services would be directly attributable to the proposed projects 



Specific Position Ti&le 



Estimated Number 



Total 



{ 



Project Salary 



V 



Subtotal 



510 



52a 



Contracted Services and Pupil Carribers ; (a) Contract expenditures nto owners who 

operate vehicles to transport pupils, (b) expenditures to parents for transporting 

children, (c) 'expenditures for transportation on public carrier vehicles being used 

by the general public regardless of whether [payments are to pupils or c^^rierT, and 

(d) any travel alliances paid to pup'ils. 

f 

V \ 

Description Iterti ", 

I 
i 



Proposed Expenditure j U 



C5 



r 



4 



560. 



Subtotal-.$ \ 



Other Expenses for Pupil Transportation - Includes ga^, oil, iTi^ura'nc^? and 
maintenance to be reimbursed at 11^ per mile. ^ 



520 



Number of Miles 
(1) 



Rate @,Ilo/mile 
(2) 



Proposed Expenditure » 



'A 



ERIC 
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V 



Subtotal ' ^ 



560 



. s 



^ 600 . pPERATION OF PLANT ' ^ ^ 

• "A 
Salaries for Operation and Maintenance of Plant ; PavroU salaries of personnel 
directly engaged in keeping the physical plant open%ind ready for use under this 
project. ' ^ 



Specific Position Title" * 



Estimated Number 
Total FTE 



Project Salary 



A/ 



i 



Subtotal $ 



Vo^er Expenses for Operation of Plant ; , (a^ 'Contracted services for operat?on of \ , 

- plant and (b) heat and >ther utilities for operation of plant, , rW - a- 

^ ^ r y \^ ^ , ^ 

In reference to .heat, light, or water, any proposed expenditures raust be directl^ 
identifiable with and attributable t^ t*his special project. If a faciUty prt>* 
* posed for qse in this project is'to?be use.d^solely as a special project center ) * ^ 

N and ifit^e than^ one special project or*vprogram is to be conducte^'^tlykre in, the / ' 

Y> proposljd expendiciires foi; heat, light, and water relevant to this project must </ ^ 
^ ^'correspond to an equitable determined proration of total expenditures for these " « 
, utilities. * * . - , . " 

^,If the^ facility is\ not a separa.te special ploject facility, anticipated expendi- ^ *' 
tOres for heat, light, Mnd water are allowable only if this project is to be 
operated at a time when no other educational pr'>5ram x^r otlfer activity-^s to be 
in operation. In su^h an instance, proposed expenditures for heat, Tight and 
water should be determined; as follows: - ' / . ^ 

js» ' . ' • ' , 

No^of hours per 'week this proposed special 
project is anticipated to be in operation* " 



Antic'ipr^ted exfJenditures 
for provision of heat, . 



light, and water during 
the project period 



r 



Total gross no. ^of hours per wjaek, ^11 other '^ 
pcograms or ac'ti^;ities are anticipated ^to be 
in operatiorT izj^^cility^* 

*NOTE: Include only those hours^df, week in which no other activity operated in 
building. ' ^ ^'J ' * 



descr.iption of \cem 



Proposed Expenditure 



/ 

< 



/ 



Subtotal' $ 



660V 




y 700 MAINTENANCE OF PLANT 

710 Salaries for Maintenance of Plant ;?' Salaries of personnel directly engaged in main- 

tenance activities such as carpentry, painting, plumbitig, electrical work, main- 
• .tenance of grounds, etc*, under this program* 



^Specific Position Title 



Estimated" Number ^ 
Total PTE 



Project Salary 



t 

bOther 



Subtotal $ 



710 



740 IQther Expenses for Maintenance of Plant : (a)^ Contfract^d services for maintenance 

of plants (b) replacements of .equlpinentp. and\(?) miscellaneous expenses, including 
those for supplies, for maintenance of plant, / ^ 



Description of Item * 



.Proposed Expenditure 



ERIC 



Subtotal $ 



. 740 



^810 EMPLOYER CONTRMUTION FOR ^EMPLOYES BENEFITS 
« 

(See appropriate issue of School Fin^tJ^ial Aid Bulletin or contact Federally Aldi^d 
Programs Office foV, specific rates , to be used fot this Federal Project) 





_ — f 

Item • ^, ^ 




Proposed Expenditure 




1. 


Social Security 








^» 


\Petireraent ' » * " 








3. 


^ * 
Heal^th Insurance 








4. 


Workraens Compensation Insurance 








• 


1r 


• 


Subtotal $ 





17' 

'1 » 



830 RENTAL OF LAND AND BUILDING^ 

Such rented building space used to house children must be approved by the 
Divisio^a of Educational FaAlities Planning* 



Description of Item 



Proposed Expenditure 



Subtotal $ 



830 



900 FOOD SERVICES 



■ / 



910 



Salaries for Food Services ; Payroll salaries 'for food services* as relevant -to 
those personnel ijhose purpose is the preparation and serving of meals or snacks 
in .connection wi/th project ^ctiv^icles. > 



Specific Positipn Title 



- Estimated Number ^ 

Toj:aI FTE . Prb|ect Salary* ^ 



-7' 



920.4 Contracted Services 



Subtotal $ , 



910 



Purpose of Expenditure 



Per Diem Rate Total Amt> of /Contract 



920,2 Travel 



Subtotal $ 



920.4 \ 



Purpose of Travfel 



Destination 



Proposed Expenditure 



■ / 



Subtotal ^ 

920.3 Other.Expenses ^or Food Services; (Does not include equipment)^ 



920.2 



NOTEt COSTS ELIGIBLE FOR REIMBURSEMENT UNDER SCHOOL NUTRITION PROGRAMS V7 ILL NOT 
BE REIMBURSED UNDER THIS PROJECT. 

Description of Item Proposed E)0enditure 



ERLC 

hnimiimrfTiaaaa 



t8 



Subtotal 



f * 



920.3 



1000 COCURRICULAR ACTIVITIES 



Cocurricular Activities: Interscholastic ^cti^ities, entertainments, publications, 
clubs", bands and orchestra, or activities operated by the student body under the 
guidance "and direction of adults, ^ 

1010 Salaries for Cocurricular Activities - Payroll salaries of personnel engaged in 
student body activities. 

Estimated Number 

Specific Position Title ~ ( Total PTE • Project Salary 



A 

Subtotal $ ♦ TlOlO 



1020.2 Travel Expenses for Cocurricular Activities 



•Position of Destination of ^ 

" Traveler , Traveler Purpose • Proposed Expenditure » 



Subtotal, $ . ' 1020,2 



1026.3 Qther Expens^es* for Cocurricular Activities - Supplies, contract servicesi and 
miscellaneous expenses for student body activities. , • - 

Description of Item Quantity ^ Proposed Expenditure 



Subtotal $ 



1020.3 



UOa COMMUNITY - HOHE RELATIONS 
HOC Salaries for Cotprnunity - Rome Relations 

' ^. Estimated Number 

Specific PjQsition Title Total • FTE Project Salary 



Subtotal $ 1100 

1100..J Travel Expenses for Gongnunity - Home Refations 

Position of Destination of n 

Traveler Traveler ^ Purpose Proposed Expenditure 



Subtotal $ 1100.2 

1100.3 Other Expenses for Community - Home Services - Supplies, materials, contracted 
services^ and raiscellarfeous expenses, « * /, 

Descrjj)tioA of Item Proposed Expenditure 



/ 

/ 



* 



Subtotal $ ^1100.3 



CALCULATION OF INDIRECT COST 
(All Program^) 



•A. Direct Cost Base (sum of budget items 210 thi^ough 1100.3): $^ 

B. Approved Indirect Cost R^ite (use rate for restricted 

progra^ as deterraiixed on Form FA-87-R)^' 



C. (A) X (B) or Tof^ 



Indirect Cost Dollar Amount 



(C) 



NOTE: 



The total indirect cost should be entered in the budget summary on page 18. 



1220^3 MINOR REMODELING 



Pertinent here are expenditures for minor structural Alterations and the initial or 
additional installation of heatings and ventilating systems, electrical' systems, plumbing 
systems, fire protec^tion system^, tfniJ^ot^er systems in existing buildings. Minor re- 
modeling usually takes ^lace within \he existing floor area. . Repairs and replacement of 
service systems should be budgeted irf the 700 Series. Building additions are not to be 
included here. 

The gross cla^i foc.piinor.^/emode ling may not exceed $2,000 per room. ^ " 



Description of Item 



Proposed Expenditure 



. \ 



Subtotal $ 



1220.3 
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1230 EQUIPMENT 



Initial or additional Items of equipment, such as furniture, furnishings, machinery, 
and vehicles that are not Integral parts of the building 6r building service. Repairs 
and plece-for-plece replacemenits of equipment ate not peVtlnent here; these pertain In- 
stead to the 700 Series, Maintenance- of Plant.l ? 

Any and all ^qulpment'purchased In support of this project with a unit cost of $50 
or more should be Itemized In this category; ^ 



Item 



Proposed 
Quantity ^ 



Unit 
Cost 



Proposed 
' Expenditure 



4 / 



Subtotal $ 



_1230 



ERLC 
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PROJECT OPERATIONAL BUDGET SUMH\RY 



•ACTIVITY . 




* ■ SALARIES 


CONTRACT 


TT> AlfPT 
X KivV Ctlt 




CODE* 


PROFESSIONAL 


NON PROF. 


INSTRUCTION 


200 . 












StAFF DEVELOPMENT 


260 


• 










GUIDANCE & ATTENDANCE 


' 300 












HEALTH SERVICES ^ 


400 


* 










7UPIL TRANS. 


500 ' 


mx 






WW 




OPERATION OF PLANT 


600 


xxxx^ 




' xxxx 


WW 

xxxx 




MAINTENANCE OF PLAKF^ 


700* 






xxxx 


WW 

xxxx 




EMPLOYEE BENEFITS 


810 


xxxx 


XXXX 


xxxx 


xxxx 




RENTAL OF BUILDINGS 


* 830 


xxxx 


xxxx 




xxxx 


xxxx 


POOD SERVICES ' 














CQCURRICULAR ACTIV. , 


1000 












COMMUNITY T HOME REL.- 


1100 - 












INDIRECT CCJST 




xxxx 


xxxx 


xxxx 


xxxx 




MINOR REMODELING 


1220. S 


xxxx 


xxxx 


xxxx 


xxxx 




EOUIPMENT 


123a 


xxxx" 


. xxxx 


xxxx 


xxxx 




TOTALS 






$ 




$ 





) ^ 



GRAND TOTAL 



, CHIEF SCHOOL ADMINISTRATOR'S CERTIFICATION 



I hereby certify that the re<}uested budget amounts are necessary and appropriarte tc the im- 
plemeatation c^^this project. I hereby certify that the Assurance 'of Compliance with Title 

VI of the CjLvil Riglits^ Act dated applies to the application submitted 

herewith. v " ^\ month .day, "year 

• •* -^jf , * 

A firftt advance j^ayment of 25 percent is hereby requested, 

Signed 



Date 



Chief AdministratJLve Officer 



EMC 



Dept. Use^Oniy: 

Pr.oject No. :^ 
UAN: 



^3 



Gxant No.: 
LEA No.; 



i 

4 



III ' . 

* ' * s 

INDIRECT COST RATE APPLICATION 

^ Form . . ^ i 

Code No. : FA-ST-R 

Purpose^: 1. To solicit and approve indirect cost rate applications 

from the local educational agency. 

2. To allow the grant recipient to charge federally funded 
programs-, for Indirect costs incurred as a result of 
conducting the program. 

3. To provide offices of the Division of Educational 
Finance and the olffices of the New York State Department 
bf Atfdit and Control the required information to allow 

a priox; approved rate for indirect costs. 

Submittal 

Time: Indirect cost rate applications are received and approved 

annually in the early Spring* Notices are sent to the 
local educational agency with specific instructions and 
dates. ^ 

Special 

Instructions: I. A local educational agency may choose not to submit for 

an approved rate. However, the agency may not budget or 
claim any indirect costs against 'federal projects for 
that year.^ 

^ 2. . A few federal grant programs administered directly by 

federal government agencies may allow the use of a higher^ 
or nonrestricted indirect ^cost rate. Districts or BOCE$ 
seriously contemplating the receipt of an award under one 
of these programs should contact the Tederal Aid Unit for 
additional information regarding the computation of a 
nonrestricted rate. 
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3. A local educational agency with total operating expenses 
of less than $5,00d;000 may elect to have the Division 
of Educational Finance compute *a rate. 

4. The approved indirect cost rate is considersd to be 
the maximum allowable rate and may be negotiated to 
a lesser rate by the respective program office^ 

5. The indirect cost rate is applied to the actual 
expenditures allowed in a given federal project. 

How to 

Use: 1. The approved indirect cost rate may be applied to the 
budgeted direct costs of a federal grant in order to 
derive an Indirect cost dollar amount. 

2. This Indirect cost dollar amount is then considered 
to be part of the total budgeted cost of the federal 
grant. 

3. The indirect cost dollar amount (I) is the product of 
the approved indirect cost rate (R) and the direct cost 
dollar amount (G). The direct cost dollar amount is 
defined as all budgeted items less Minor Remodeling 
(1220.3), Equipment (1230) and Construction. I » RG. 

A* DIRECTICSIS FOR CALCULATING INDIRECT COST RATES FOR PUBLIC 

SCHOOL DISTRICTS^ 

DIRECTIONS FOR COMPLETING FORM FA-87-R t Information for the 

following expenditure classifications on the application is to 

be derived from the district's most recent Annual Financial 

Report (Form ST-3). Enter the costs from the ST-3 account codes 

as follows: 



City school districts In cities of over 125,000 population should 
contact the State Education Department, Division of Educational 
Finance for additional instructions. 
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1. GOVERHANCE - CENTRAL ADKINISTRATICfN : Schedule 4, account 
codes 010-999, 040-999, 070-999 and 160-999, LESS equipment. 
Also Schedule 4, account code 110-999, LESS equipment and 
LESS the salaries and expenses of professibnal staff, other 
than the chief school administrator, such as deputy superin- ' 
tendents or special assistants, and the salaries of clerical 

__staff assigned to such positions^ 

2. ALL OTtffiR CENTRAL ADMINISTRATION ; Schedule 4, account codes , 
096-999, and 196-999, LESS equipment, LESS account code 
120-999 and LESS those costs included above under GOVERNANCE - 
CENTRAL ADMINISTRATIONo 

3. CENTRAL OFFICE BUILDING ; Schedule 4, account code 696-999. 
Includes only those expenses for operation, ^maintenance, and 
rental of any school building whose sole purpose is to house 
the central administrative staff. Expenses for central 
offices maintained in a school building where instructional 
activities occur should not be included here. 

Expenses should be divided between the two cost column^ 
as follows: 

( Expenses Reported in Item 2) (Total Central 



Ind 



irect Cost « (Expenses Reported In Items 1 & 2) ^ Offic^e Bldg. Exp.)- 



Cost Base = ( Expenses Reported in Item 1 ) (Total Central 

(Expenses Reported in Items 1 & 2) Office Bldg. Exp.) 

If the operation and maintenance cosjts of a central office 
building are not easily identifiable, the following method may 
be used; Multiply the district-wide totaL costs for operation 
and maintenance by the ratio of usable square footage of central 
office building space to the^total usable square footage of all 



school district buildings. 

27 
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Central Office Bidg. Space \^\otal Operation 6e''. Central Office 
Total Bldgi Space Maintenance Costs Bldg. Expenses. 

' 4. INSTRUCTIONAL COSTS ; Schedule 4, account codes 4iO.;999, 

296-999 and. 396-999 LESS equipment, ^ • 

5. COMMUNITY SERVICES : Schedule 4, account code 496-999* LESS 
equipment, j . , f ^ 

/ 6. PUPIL TRANSPORTAlilON ; Schedule-4^ ' account code 510-999 LESS 

' \ " . ' . 

* ' equipment and buses. ■ . ^ 

* • I . ■ • . - [ 

) 7. . OPERATION AND MAINTENANCE ; Schedule, 4, account codes 530-999 

5 f>, 696-999 LESS equipment and LESS t\ose costs included above 

/ i ' • ■ 

under CENTRAL OFFICE BUILDING. ^ 
* 8. PRINTING AND PUBLISHING : Schedule 4, account code^710-'999 

LESS equipment. 

9. DATA PROCESS INff : ; Schedule 4,\apcount code 720-999,. LESS 
equipment. ^ . . 

10. BOCES ADMINISTRATIVE CHARGE : Schedule 4, account code 750-526. 

1 " * . » 

lU JUDGEMENTS AND CliAIMS ; Schedule 4, account code 750-623. 

f 

12. BOND AND NOTE ISSUE ; Schedule 4, account code 750-624. f 

13. DIRECT COSTS - FEDERAL PROJECTS ; • Schedule 8, account -fodes 
299, 399, 499, 59^ 699,' 799, 89*9, 999, 1099, and 1199. 

J NOTE; The previously existing federal account code 199 is 

^ obsolete and the school district should have no expenditures ' 

reported in this code. If costs are reported in code 199. 
/ direct administrative costs should be added to item 13 and 

indirect administrative costs should be added to item 2. 
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14. SCHOOL LUNCH ; Schedule 4, account code 900-840. 
1 

15. . SCHOOL STORE ; Schedule 4, account code 900-850. 
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OTHER EXPENDITURES ! Schedule 4, account code 750-625. 
Eater in box to left of columns on application and attach 
explanation of charge, 

F KED CHARGES ; Schedule 4, account codes 730-999, 
740-413 and 740-414. 'Such charges should be divided 
between the two cost columns as follows r 
l\ Divide the sum of account codes 730-999 and 
^ 740-413 by total salaries reported in Schedule 4, 

^ r ' i 

2. Multiply the resulting , percentage by the salaries 
infclude^ in**Tt"%m8 2, 8 and ^9 on the application. 
The product should be entered in the Indirect Cost 
column. ' ; ' 

'3. Subtrapt the product (see step 2) from the sum of 

■ • 4 

• '( - » 

^ account codes .730-*999, 740-413 and 740-414. The 
t difference /should be entcf^d in the "cost bJfise qolumn. 
IltolRECX COSTS -,CITY GOVERNMENT : Dependent school districts 
may include V^efe any indirect cost administrative charges 
allocable to the school district under a City Wide 
Indirect Corst Allocation Plan. 
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5\ ' INDIRECT COST RATE APPLlCAIilON . 

- FORMAL. ^PLICATION AND CEflTlFlT^TlON TO' ACCOMPANY " 

FORM FA-87-R . 
(PUBLIC SCHOOL DISTRICTS) . " 

District Narse: District -Code: 

Mailing Address: ^ County: J 



APPLICATION : Application is* read e for an indirect cost rate of % 

\ > 

to be used with restricted federal programs during the next fiscal year* 
The financial data supporting this application, as shown on the-attatzhed 
focm FA*87»R» was derived from the school di^lstrict's most recent annual ^ 
financial report* % , 

CERT IFICATION: I hereby certify that, the information contained on this 
application has been prepared in accordance with instructions issued by"" 
the New York State Education Depa^rtmenf^and Is true and accurate to th^ 
best of my knowledge .and belief; that no 'costs other than those incurred 
by the above designated school district have been incJLuded; that the same ^ 
co^ts that have been treated as indirect costs have not and will not be 

claimed as direct costs; and* that similar types of costs have been accorded 

/ ' 

/ 

consistent treatment* 

All expenditures detailed on this application have been made, and 
J • 

records supporting them have been maintained and are available for audit. 



Signed: ,^ Date: 

Chief Administrator of School Diet. 



. STATE USE .ONLY 

Q APPROVED Audited by: 

I 1 DISAPPROVED , ^ ' D^te: 
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• / ^ FOWI FA-87-R » 

INDIRECT COST RATE APPLICATION FOR RESTRICTED PROGRAMS 

District Name; : District Code: 

• Malllng'Mdress: t County: V ^ 

Person, preparing Report; . Tel/ No. 

NOTE : Enter expenditure data-in blank spaces .only . 



EifPEKDITORE. CLASSIFICATION INDIRECT COST • COST BASE / 



Goyernancer Central ^Adtipinlstratlon* 


$ m 




'2. All Other Central Administration 






3. Central Office Building 




I 

K ^ - 


4* Instructional Costs 7 ' 


XXX ' 




5. Community Services 


XXX . ' 




6.- Pupil Transportation^ 


XXX ' . ^ 




7. .Operation and' Maintenance 


XXX ^ 




8. Printing and Publishing 


< 


XXX 


9. Data Processing * 




XXX 


10. BCjCES Administrative Charge 




XXX 


11. Judgements ^and Claims. 


XXX 




12. Bond and Note Issue 


XXX 




13. Direct Costs: Federal Projects 


XXX 




14. School Lunch 


XXX 




15. School Store 


XXX ^ 




16. Other Expenditures (Explain) $ 


XXX 


XXX 


17. Fixed' Charges 






18. Indirect Costs: City Government 




XXX 




$ (a) 


$ (b) 



Computation of Indirect Cost Rate: (a) Indirect Cost !„ % 

(b) Cost Base 



•DIRECTIONS F0R^ALCULAT1>JG iNDlR£CT:'C0sf RATES FOft BOARDS OF COOPERATIVE 
^ ; • EDUCATIONAL SERVICES ; , 

TheTfol lowing" /yrabered directions correspond 'to- the various 

expe;iditure ^classltlcations o^*Forra*s FA-:87-R.(B0tES.). All expenditure 

• data should\be^deriyed fronythe rao^t receWtBOCES Annual Financial 

f w- 

^Report^Forra S^Vlll. 

* * ^ 52yernan£e^;<^C^^ the BOCES*' 

share of t>He salaries ajid f,rlnge benefits for the District Superintendent 

Qf Schocfls and the* Superintendent's tmraediatencl.eric'al staff. ' • 

2. All_Other__CentrajL_^ - Includes tl\e folio.wing Items > 

of expense less those costs ^listed in* item I above: 

• Form SA-lll, Schedule 5, P'age 7, . 1 . 

^ . Account Cedes - A 110 

' * - I . A 150 

A 300 ^ 
A AOO * . 

. , . • • ' \A A13 ' . ' 

. , ' * • , A 414 

' . ' ^ A 430 - - 

^'A 460 - , • 
'\ • ^ A 500 . . 

r A 525.^ 

A 611 . • 

A 613 - ' 

'• ■ 'a 615 

. A 616 , . • 

.A, 617 ^ 

3« Shared Se r vice s arid Spec ially Aided Pro-ams. - Includes the 
following Items of expense: "• . 

Form SA-lll, Schedule 5, Page 7, 



ERIC 



Account Code • 


A A35 




Schedule 5 


f Page k 


if All Columns, 




Account 


Codes- 


A. 101 , 


A 500 






A U9 


A 525 




< 


A 150 


A 611 






A 300 


A 613 




■ \ 


A 398 ^ 


A 615 




. \ - 


A AOO * 


A 6'l6 




A A13 


A 617 






A AlA 


A 840 






orr 
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Fora SA-Ul» Schedule 8, 2age' 12» 

Account Codes'- 100 



300 

AGO . 
A13 
, 500 • 
525 
611 

613 ^ 
615 

616 «^ 
617 

Form SA-IU, Schedule 10, Page 15, 

Account Codes - 000-101 
000-150 
000-300 
000-398 

fXiO-399 • / 

000-400, 
000-430 
000-440 
. 000-61L 
000-613 ■ .. / 

000-615 
000-616 
000-840 

^. Pupil Transportation - Includes the following Itens of expense: 

•a 

Form SA-lU, Schedule 5-A, Page 9, Coluen A 500, 
Account Codes - . A 100 
A. 300 

^ A 400 

* A 413 

A 414 
A 451 
A 452 

" , ^ A 460 ■ , 

A 500 
A 525 
A 611 ^ 
A 613 
A 615 
A 616 
A 617 



ERIC 
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5» Ope ration and Maintenance . Includes the following items of 
expense: 

\/^ . Forii SA-ill^ Schedule 5-A, P^sge 9, Column A 600, ► 

Account Cod.es A 100 



A 300' 

-•V .' * V • ^ 

A -413 

A 4U 

A 451 

: . • ; • •• * A 452 

\ . . ' . . ■ : ,A 460 

s . > ; ■; ' A 500 

A 525 
'a 611 

^ •■> . - "^ V ■ . A 613 



] k 616 

J ■ ■. ■< -.aUi? 



* % 
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INDIRECT COST RATE APPLICATION ^ ■ 
FCyiMAL APPLICATION AND CERTlFlCA^SlON- TO ACCOMPANY 



FORM FA-87-R 
(BOCES) 



BOCES Name: 



Code: 



* Mailing Address: i 



County: 



APPLI CATION : Application is raade'for an indirect cost rate of „ 



to be used with restrict^ federal programs during the next fiscal year. 
The ^nancial ^^ta^ supporting this application, as shown on the attached ^ _ 

J, form FA-87-R, was derived from the BOCES* most recent annual financial 

* !> ^ * " 

report, ^ , ^ » , 

■* * 

CERTIFICATION: i i-hereby certify ..that the information contained on this 
application has been prepared in ^ccofdanc^ with instructions issued by 
the New York State Education Departi^ent and is true and accurate to the 
best of roy knowledge and belief; that no costs other than those incurred 
by the above designated BOCES have been Included; that the same costs that 
have been treated as indirect tosts have not and will not be claimed as 
direct co^s;- and that similar types of costs have been accorded consistent 

" treatment. . , ^ 

All expenditures detailed on this application have been made, and 
records supporting them^have been raaintai/ied' and are available for audit. 



Signedj 



Date: 



4 



.District Superintendent 



STATE USE ONLY 



APPROVED 



□ 



, — , DISAPPROVED 

I \ I 



Audited by: 
Dat^: 



erJc 
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FOEM FA-87-R 
^ • . (SOCES) 
INDIRECf COST RATE APPLICATIOlt FOR 
^ RESTRICTED TROGRAMS 



BOCES Name: 


uooe: 




Mailing Addresb: 


County: 




Person Preparing Report: 


Tel. No-: 




NOTE: Enter exoendlture daf-A in hlanu 


spaces onlv^ 








- 


EXPENDITURE CLASSIFICATION 


INDIRECT 
COST 


COST 
BASE 


1. Governance: Central AdmiAistration 


$ XXX 




2; ' All Other Central Administration 


* 


XXX 

\ 


3. Shared Services and Specially Aided Programs 

* 


XXX 




4. Pupil Transportation 


XXX 




5. Operation and Maintenance 


XXX 




Totals 


? (a) 


$ (b) 



Computation of Rate: (a) . Indirect Cost 

(b) Cost Base 

/ 



ERIC 
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SPECIAL, PROGRAM ADMINISTRATIVE AND' 
SUPERVISORY POSITION ^DESCRIPTION 



Fora 

Code Uo^i FA- 50 

Purpose: U To assist the local educational agerjcy In formulating 

and maintaining an appropriate and Mp-to-date ^posi^^an 
' .-i • * . 

> description for the adrainistratlye and supervis9ry 

personnel of federally aided projects; 

2. To provide the-Sfcate Program Coordinator, and other 

offices of the State Education Department, with 

information adequate for evaluating (and possible 

approval of), requests for funds of jton-teacltiing 

positions.' • « 

Submittal 1. At the sarae tine that budget for» FA-IO (Proposed 
Time: , / ^ 

Budget for the Operation of a Feder:al Prdject^is 

submitted by the local educational agency to the 

*. State Program Cpordinator for approval. ' 

^ Special I. This form is to be used to describe activities only 
Instructions: . 

for the prof essional personnel iit^ administrative or^ 

' \ 
supervisory positions, (Clerks, secretaries, typists, 

and similar type positions should not be dejcribe.d)« 

2, Descriptions should be. provided for all profesiior^al* 
administrative and supervisory positions regardless 
of the budget^code und^r which those titles' are 
listed in the project budget. 

3. ijiU' form should not be filed for those administrative 
,/^nd supervisory positions that are not budgeted and 

* ' considered to be Indirect cost3« 

\- . • ' 
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Project Ho. ^ Grant No. 

. Dept. Ufid Only Dept. Uae ^On.y 



SPECIAI^. PROGIUH 
ADMIMISTRAXIVE AND 
SUPERVISORY POSITION DESCRIPnOH 



Federelly Funded Projects ' Fora FA- 50 (5/73) 



INSTRUCTKHiS 

Bubolt Ivo copies of thle fora for e«ch profesflicnal level 
Ad«l»ietrative' or aupervigory position listed in project budget form 
FA- 10 (Proposed Budget for the Oper&tion of e Federal Project). The 
ep^ropriats position description reports should be filed vith the 
federal project budget packet being su&aitted to the New York State 
<?fiducation Departoent. 



Naae of Agency Administoring Project^ 
Projo(^ yitl e' 



Title of Position (as listed on PropSsed Budgie t) 

Naise of <Pre6eht or Proposed Incuabent > 

Naae of Imediate Supervisor ' 

Salary . ^.^-^^ 

Percent of Tisse DevotednEo'Proposed Budget Activities 



Description of Duties: 

Proposed Budget Activities- 
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SPECIAL GRANT-BUDGEX AMENDKEKT 

Form 

Code No.: FA-IO-A 

" Purpose: I. To allow the local educational agency to receive the 
prior approval of,, the State Program Coordinator for 
any revision or amendments to an ongoing approved 
project; 

2. To assist the local educational agency in adequately 
describing and budgeting the necessary or desired 
changes in* an approved project; * 

3. To assist both the local educational agency and the 
State Education Department in maintaining an acc ''te 
and up-to-date record of approved changes in and 
latest totals of an approved project. 

Submittal 

Time: 1. Any time between the date on which the project receives 
the written approval of the State Program Coordinator 
and the last day of operation of the project at the 
local level, 

OR 

Any time between the date on which the project receives 
the written approval of the State Program Coordinator 
^ and the deadline date for submittal of amendments as 
established by any specific State Program Coordinator 
for his programs and of which the local educational 
agencies have been advised* 



ERiC 
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, Special * 
Instructions: !• Changes applicable to one^ and only one project will 

be Included on each Form FA-IO-A submitted to the " 

State Program Coordinator for approval; 

2. No approval for budget amendments should Ue requested " 
via this form prior to the receipt "at the local level 

^of written approval of the project itself by the State 
Program Coordinator. 

3. Two (2) copies of each approved Budget Amendment will 
be forwarded automatically to the Division of 
Educational Finance by the State Program Coordinator. 
Educational Finance will change the original budget 
(FA-10) on file accordingly and will then return an 
exact copy of the amendment as then on file to the 
local educational agency; 

4o Use of this form (FA-IO-A) may, and should, be heW 
to a minimum by submitting it only as required by 
Instructions 1-5 on page 1 of the form itself. 



project No. 



Grant No. 



INSTRUCTIONS 

Cotfiplete by pen or typewriter. 
Submit five (5) copies directly to the 
appropriate program coordinator in the 
New York State Education Department, 
^Albany, New York 12234. ' 



/ 



The University of the State of New 
THE STATE EDUCATION DBPARTMENTp 
Federally Aided Prograas 

99 Washington. Avenue / ' 
Albany, New York 122^0 



SPECIAL GRANT • BUDGET AMEIIDMENT 
SUMMARY SHEET 



y 

Form fA-10-A 
/3/69) 



Naae of Local Educational Agency (LEA) 
Legal Naae > 



Hailing Address 



County 

4 



Federal Program to Which Budget lo Chcrgcd: 



GENERAL DIRECTIONS 

1. Use only this form for those anaendnaents where prior approval ia required («ec remain- 
ing instructions). Additional space for explanation may be attached. 

2. Each .requested fiscal increase should show the corresponding offsetting fiscal de- 
creascCs), wherein possible. If the total amount of the grant is to be increased, it 
must be npted below as well as itemized herein... \ > c 

3 Any^ increase in the number of and/or change in type of personnel items tequires prior 

approval through a budget amendment (also consultant salaries in excess of $100 per diem). 

A. Any iocrease jLn the number and/or change in type of equipment items having unit value 
of $50 or more (budgete^l under category 1230) requires prior approval through a budget 
amei\dment . ' 

5. Any time a budget subtotal is increased by more than 10 percent, prior approval must be 
obtained ♦ However^* prior approval is not required if the change does not increase the 
original budget subtotal by more than $500. 



BUDGET AMENDMENT SUMMARY 

1. Latest Approved Budget Amount $_ 

r 

2. Total Increase Herein $' f 

3v Total Decrease Herein $*■ (+ ov -)^ 
4. Adjusted Budget Amount $_ 



\. ; CHIEF ADMINISTRATOR'S Cl^RTIFICATION 

I hereby c cur t if y that the requested budget amendment amounts are necessary and appropriate 
to Che implementation of this project. / 

Date V. ' ^ Signed 



— ' — ^ Chief , Administrative Officer 
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INCREASE OR TRANSFER INTO 



BudgeC 
[Expenditure 
Acct. No. 



Functional 
Classification / 



'210 J}ti>tAa(itionat 
ScitcuUe.i> 



Explanation of Change 



Amount of 
Money 



Addition 1 TtadieA!> kiAoM 



$■^'7,200 



« 



*Sampt^ 



TOTAL INCREASE 



(continue on page 4 if necessary) 

r 



ERLC 

hiiiinniiinrfTiaaaa 
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DECREASE- OR TRANSFER FROM 



Budget 
Expenditure 
Acct. No. 


Functional 
Classification 


Explanation of Change 


Amounc of 
Money 


* /230 * 




Pc^etcon oi t^\obiZ^ libhOKU Unit 


*^ 700 
* -6500 






- 




• 


> 










• 






« 

V 








• 


























f 








^ 





T 



TOTAL DECREASE 



(continue on page 4 if necessary) 



ERIC 
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I I Increase or Transfer Into | j Decrease or Transfer From 



Budget 
Expenditure 
Acct* No, 


Functional 
Classification 


) 

•Explanation- of Change ' ' 


Amount of 
Money 








/ 






1 

x 




" 















» 










































TOTAL INCREASE 

• 

m 

TOTAL DECREASE 
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MONTHLY E)JPENDITURE REPORT AND 
MONTHLY /QUARTERLY REQUEST FOR FUNDS 



Form 

Code No. : FA-25-AP 
Purpose: !• ' To facilitate the monthly reporting of expenditures on 
each and every federally aided project; 

2. To serve as the vehicle by which the local educational 

♦ 

agency requests payments toward a federally aided 
project beyond the initial 25% payment made at the 
time of project approval; 

3, To allow the State Education Department to deobligate 
any funds originally budgeted and approved for a 
project but for which it can now be shown the need 
for all or part of these funds does not exist at the 
local level. 

Submittal I, This report must be completed for each approved^ 
Requirements: Federally Aided Project funded through the State 

Education Depattment for which a first advance 
^ payment check has been received; 

2-, Project Budgets $100,000 and Less 

This report must be filed at the end of each 
calendar quarter beginning with the quarter during 
which the first advance payment check is received. 
Payment will be made as requested based upon 
projected cash need for the next quarter, ^ 



ERIC • -18 



Project Budgets Greater than $100.000 

This reportv^must be filed at the end of each MONTH 

beginning with the month during which the first 

advance payment check is received^ Payment wtil 

be made as requested based upon project: cash need 

for the next month. ^ 

This report must be filed continuously for each 

Approved project until such time as the project 

has terminated or the maximum 907» advance has 

been attained. . - 



\ 



. 

I Complete by typewriter. Three copies of 
this Report should be filed directly to 
the DIVISION OF EDUCATIONAL FINANCE for 
each appropriate Special Aid project no 
later than the 10th of the month. ^ 



The University of the State of New York 
THE STATE EDUCATION DEPARTMENT 
FEDERALLY AJDED ?ROGRAMS - 

99 Washington Avenue % 
Albany,., New Xprk 12230 
\ 

F^rm FA-25-A? 
\(.9/74) 



EXPENDITURE REPORT ANQ, MONTHLY /QUARTERLY REQUEST FOR FUNDS- 



INSTRUCTIONS 

This report must be completed for each approved Special Aided Project funde^ throuiffh 
the State Education Department for which a first advance payment check has. been x^eceivedl^ 

A first advance payment of 25 percent (50 percent ?or summer programs) is made auto- 
matically following the approval of a project application and budget. The continuous filirig 
of this report shall bo mandated thereafter for each approved project^ operating under any of 
the programs listed below' until such time that the project has terminated or "th^ maximum 
907. advance has been attained. , ' 

» *• * * 

To facilitate processing, it is requested that all project reports (FA-25-APj for each 
district be filed siradltaneously with this Department no later than the 10th day of the months 

This Reportxis required for all projects funded under the .following prpgrams: 



Adult Basic Educ* (F4170) 

Educ. for Handicapped Children (F4256) 

Educ. for Migrant Children (F4110) 

Educ, Professions Dev. Act (F4222) 

ESEA.I - Part A (F4126) 

ESEA i - Part B (F4214) 

ESEA I - Part C (F4215) 

ESEA II (F4265) 



ESEA III (F4248) 
Higher Educ. I (F9000) 
Library Services I (F4145) 
MDT (F4765) 

Vocational Educ. (F4277) 
' Welfare Educ (F4174) 
WIN (F4163) 

ESEA IV - Right to Read (F4217) 



Filing Requirements; 



Projects $100,000 and Less ; 

This report must he filed at the end of each calendar quarter 
beginning with th; quarter during which the first advance 
payment check is received. Payment will be made as requested 
based upon projected cash need for the next quarter. 

Projects Greater than $100,000 ; 

This report. must be filed at the end of each MONTH beginning 
with the month during which the first advance payment check 
is received. Payment will be made as requested based upon 
project cash need for ^the next month. 



CERTIFICATION; I hereby certify that all information reported herein is true and accurate to 
the best of ray knowledge and belief; that in accordance with the regulations for audit 
purposes, there will be maintained (a) records to support accountability for items acquiircd 
under this project and (h) documentation required in the form of payrolls, purchase orders, 
contracts, invoices, and cancelled checks. 



Date: 



Signed: 



Chief Administrator of Local Public Agency 
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Project No. 



Grant No. 



Name of Local Educational Agency 

Malli^ig Address^ 



.'"Voucher No. 



^ (State U3e Only.V 



Revenue Code of Program (see other side) 



County 



Contact Person 



Phone No. 



IS 



^ ^ ^ 

PROJECT EXPENDITURE REPORT 



Project Size $100,000 or Less. Report for Quarter Ending 
(Quarters; '^July-Sept., Oct-Dec, Jan-M^r, Apr-June) 

Project Size MoVe than. $100,000. Report for Month of 



FISCAL INFORMATION SHOUU) INCLtfDF. ALL TRXj^SACTIONS RECORDED AS OF THE END OF THE MONTH JUST 

. COMPLETED^ v • 



l^^Total Amount o^ Apprc>yed Project Budget (incl. apjjroved a^iendments) . . . .$^ 



2. Total Project Payments Received to'Date (incl> transfer^) . 

3. Total Project Cash Expenditures to Date ^...i...'.^ $ 

4. Total Outstanding Project Encumbrances Including Unpaid Salary 
Commitments .r .$ 



5. Current Project Cash Balf)nce' *(Ent ry 2 minus Entry 3) $ 

6. Total Estimated Project 'Expenditi^res (Ent^^ 3 plus Entry 4 plu6 ^ny 
anticipated project expenditures still to be incurred) .. A $ ^ ^ 

' ^ * I * " 

7. .Amount of Approved Budget A,vailable for State Deob ligation* 

(Entry 1 ml nus Entry 6) ^ .i... $ ' 



REQUEST FOR. FUNDS 
8. Total Cash Expenditures Antic4pated During Next: 



Month 



Quaeter 



(Projects ilOO.OOO 6r Less>/$ 



(Projects Greater'Than $100,000) 

f 

9. Additional- Funds Requested During Next Month or Quarter. (EntrV 8 

minus Entry 5) $ 

V** - 



-4- 



_(2) 
1(3) 

.(5) 
.(6) 
.0) 



.(8) 
.(9) 



erJc 
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VII . • 

CONSTRUCTION PROJECT BUDGET ■ ' ' ^ 

Form " . , . ' ' 

Code No. 5 FA-L 

, ; ^ ' ^ 

Purpose: I, To provide the State Program Coordinator with an itemization 

•<y,f the necessary expenditures l^n. a con8tructio)n project for 

/*' - . * % t % 

t 

which a local .erducatitmal agency is seeking apiprpval; 



id 

ERIC 

hminniiinrfTiaaaiia 



2. To pTO>jride the. New York State Education Department iind the 

^ ' " New York /St ate Depar.tment 6,f Audit and Cont'rpt with the*'nece«- 

^ ' sary' and sufflciertt information to illow >tho8e. p.f fices to 

jiauthorize Issuance of a first cfheck toward an approved project. 

Submittal 1.^; Only at the tlme<"that original application* is m^add by th6 
. Time: / ' , - 

, , local educational .agency to the State Education^Department for 

f * -I 

' 'I approval of Federal funding toward proposed ^construction. 

Special- 1. -The local agency must not confuse *the u;Be of this form, which 

Instructions: ^ • > 

iff for n^a.^or construction prcylectS y with the use of categories 

of * the common' Proposed 'Budget for Project Operation which re 

for minor remodeling. This form may not be used far minor 

remodeling, 

2. The local educational agepcy requesting funds other than 
Vocational Education funds, should not prepare copies of this 
budget at all without first verifying with the^State Program 
Coordinator that activities prooosed meet the definition of 
construction fpr that nfogram.^" , ^ » 

3, This forw is applicable only to the Federal fund's involved in 
construction at the local level" and should not be confused 

* 

with other forms which may be required by other local or 
. §rate agencies or depattm^nts. 
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Project No.^ 



Dept. Use Only 



INSTRUCTIONS 

Complete this form in pen or by typewriter. 
Three copies of this budget should 'be for- 
warded to the appropriate program office of 
the State Education Department. 



Grant No.^ 



Dept. Use Paly 



THE UNIVERSITY OF THE STATE NEW YORK 
The State Education Department 
Division <^f Educational Finance 
99 Washington Avenue 
FEDERALLY AIDED PROGRAMS 
- Albany, New York 12230 

CONSTRUCTION PROJECT BUDGET 

FORM FA-1 (3/72)^ 



Proposed Building: 



Construction Schedule: Beginning Datc'^ 

Name of Agency ^ ^' 

Legal Name 



Ending Date 



County 



Mailing Address 

Chief Administrative Officer 



Tel. No. 



2. 



GENERAL DIRECTIONS 



> 



The first advance payment wij^l be processed for 10% ^of the. approved Federal funding 
upon receipt of an approved budget. Having received this advance payment, the local 
agency should file a monthly report of expenditure and need (form FA-25-AP) in 
compliance with the* Instructions contained on that form. 

• . i- * 

When the major construction contracts haye been awarded, the Department should be so 
notified and monthly advances on a cash need basis up to an additional 30% of the 
Federal funding will be processed in response to the need shown by the latest filed 
form FA-25-AP^ ^ - : 

When the architect Is able to certify 50% completion of major construction (via 
form FA-30) jnonthly advances on a cash need basis up to an additional 30% of the 
Federal funding will be processed in response' to the need^ shown by the latent filed 
form FA-25-AP'^ ' • . . 

When the erchitcct is able co certify 90% completion of major conatruction, (via 
form FAr30) monthly advances on a cash need basis up to an additional 30% of the 
Federal, funding will be processed in response to the need shown by the latest filed 

.form FA-25-APa / • ). 



Check below Federal Program to which Budget is to be Charged: (Check one box only) 

I I Vocational Education 

- — ■■ — 



ESEA I 



ERIC 
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PROPOSED EXPEKuiTORES BY STATE ACCOUNT, CODES 



ITEM 


ronF 


AMAIIMT * 


t ijucc «. ^11 ucilU ciiu \j L LlUC LLUII ^^Lciriv 


Oy WOrKS LUU UU 






r * /UO UO 


• • $ 


t ' 


jOO 00 


$ 




w\j 00 




Tnstirjinc9 / 


A 1 A AA 


$ 


LCgsi oerviccs 


AAl 00 

•J 


$ 


nrcniuccLo uonouiosions ono expenses « 


443 00 


$ 


ourvey ana isnginccring bervices 


* AAA 00 


$ 


l#dnd 


910.00 


$ 


ouixa mg 


920 00 


$ 


ucneroi. LonsLruccion 


931 00 




Heating and Ventllat;Lng 


932 00 


$ 


Plumbing 


^ 933 Op 


$ 


Electrical 


93A 00 




Site Improvement 


9AI 00 


$ 


Utility and Service Systems 


9A2 00 


s 


Total - Objects of Expense 


999 00 





CERTIFICATION 



I hereby certify that the Assurance o^ Cotnplianc'e'with Title VI of , the Civil Rights Act dated 
^ ^applies to this application and to till attachments submitted 



months day, year herewith. The above proposal is approved by the local 

educational agency and the appropriate advance payment is hereby requested. 



Date: 



Slgn^di 



Typed Name or Title: 



STATE USE ONLY 

Federal Fiscal Year State Funds 

Federal Funds Local Funds 

* Total 



ERLC 
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VIII 

REPORT OF CONSTRUCTION PROGRESS 



,Forro 
Code No.: FA- 30 



Purpose:, 1. To facilitate the reporting, to the State Education Depart- 
ment of construction progress of an approved construction 
project by the local educational agency and its architect; 
- 2. To assist the Federal Aid Planning and Claims Section of -the 
New York State Education Department in verffying the need for 
additional payments of Federal funfJs toward an approved con- 
struction project, ; 

Submittal 1. Onl y at the three (3) times during an entire construction 
Time: • . • 

pj-dject when the local educational agency qualifies for the 

three (3) 30% payments described in the form itself; 

Explanatory Note: Approved construction projects receive 

the approved Federal funds in payments based on four 

facts: 

proje ct appr oval -^10%' of Federal funds sent 
automatically; 
2. c onstructi on contra ct awarded - an additional 307. 
' of the Federal funds authorized by the State 

Education Department to be sent~; 

^ \ 

3* 50% of m ajo r construction completed - an additional 
30% of Federal funds authorized by the State 
Education Department to be sent; 
A, 90% 9,f_gator construction completed - an additional 
, 30% of Federal funds authorized by the State 

4. Education Department to be sent. 
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1? 
- t 



Special 
Instructions.; U 

2. 
3. 



This form is not a request for payment. 
This form can and must be used only in conjunction with 
form FA-25-AP (Monthly Report of Expenditures and 'Monthly/ 
Quarterly Request for Funds); 

The certification under any one of the three conditions 
stated on this forra only allows the State Education Depart- 



ment to authorize additional payments of Federal funds. 
The payments themselves must be requested by the local 
educational agency via form FA-25-AP; 

This form is applicable only to the Federally funded portion 
of a construction project. 
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Project No. ' Grant No. 



r^«-.inr« K., TV. ^ «4 o <: .u. THE UNIVERSITY OF THE STATE OF NEW YORK 

Complete by typewriter. Two copies of this 



Report should be filed directly with the 
DIVISION OF EDUCATIONAL FINANCE In accordance 
with the instructions below. 



The State Education Department 

DIVISION OF EDUCATIONAL FINANCE 

FEDERALLY AIDED PROGRAMS 
Albany, New York 12230 



FA-30 
(3/69) 



REPORT OF CONSTRUCTION PROGRESS 



INSTRUCTIONS 

This report should be filed along with the appropriate Form FA-25-AP (MONTHLY/ 
QUARTERLY REPORT AND REQUEST FOR FEDERAL FUNDS) in requesting additional Federal 
funds for a construction project. The filing of this report is required only for 
those stages of funding when advances (via Form FA-25-'AP) are first requested at 
the 70Z>and 100% stages of funding. 



Name of Aeencv 



Lpi?fll Name Count v 



Mai 1 trtg j^ddres*; 



ProlPct Title 



Federal Source of Funds Federal Funding Year 
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I 



Check and Coop late Appropriate Iteias: 



c 



For Payraents In Excess of First lOX Advance 



At a meeting held on ^_ . general construction contract 

for the above project was awarded to . 

In the amount of $ ^ A thirty percent advance payraegt of the approved 

Federal grant Is hereby requested. ^ * 



! I For Advances In Excess of AOX of Grant Award ' ^ 

I hereby certify that substantially 507. of, the major construction has been completed 

of the __ located In , N. Y. as of 

name of facility^ city, town or village ' date ^ 



Typed Architect's Name Architect's Signature 

Nam^ of Archite^ctural Firm 

Address of Firm 



□ 



For Advances in Excess of 70% of Grant Award 



I hereby certfty that substantially 90X of the major construction has been completed - 
of the located in , N. Y. as of 



name of facility ' city, town or village date 



Typed Architect's Name Architect's Signature 

Name of Architectural Firm 



Address of Finn 



LEA Certification: I hereby certify that the above Information Is true and accurate to the 
best of my knowledge and belief. 



Date: Signed: 



Chief Administrator of Local Public Agency 
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IX 



Code 
Code No* : 

Purpose: 



Submittal 
Time: 



Special 
Instructions: 



PimL PROJECT EXPENDITURE REPORT 

1. JTo assist the local education agency in reporting all 
expenditures made et the local lev^l toward an approved 
Federally aided project to the New York State Education 
Department; « 

2» To allow the New York State Education Department to 
report all expenditures made by a local agency to the 
New York State Department of Audit and Control as is 
required by State constitutional pre-audit requirements; 

3« To allow the New York State Education Department, Federal 
Aid Planning^ and Claims Section in conjunction i^ith the 
" State program Coordinator - to establish a final approved, 
expenditure figure for an approved project; 

4* To serve as the basis for a final cash payment, if 

warranted, to a local ligency toward an approved Federally 
aided project. - , 

Inanediately after all encumbrances have been liquidated 
(all bills have been paid) OK by the end of the fiscal 
year succeeding the fiscal year of funding, whichever 
is earlier. 

1. This is a universal Final Project Expenditure Report 
utilized for nearly all Federal Programs administered 
by the State Education Department (check with 
appropriate State Program Coordinator for applicable 
Pinal Report Form.) 
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Items should be claimed on this form only if actual 
payment from the Federal Fund account of the local 
educational agency has been made. 

No supplemental Final Project Expenditure Reports will 
be accepted. Therefore, all reports when submitted 
should be complete and final. 

Expenditures for only one project may be reported in a 
single set of expenditure reports. 

Two (2) copies of Form FA-IO-F ^hould be submitted for 
each project. No documentation (Invoices, receipts, 
vouchers) is required to be submitted with this report.^ 
However, complete documentation for all expenditure 
items must be retained at the local level and must be 

available for audij: either by an on-site field audit 

/ 

or if called for complete audit by the Division of 
Educational Finance. 

* 

An audit of each Project Expenditure Report, following 
audit guides listed in Part II of this booklet, is 
completed by the Federal Aid Planning and Claims Section 
to determine the actual cost of the project. The audit 
results are then verified and accepted by the New York 
State Department of Audit and Control. The entire audit 
process requires no action on the part* of the local 
educational agency. 

Subsequent to the verification of project cost, any 
additional funds due the local educational agency will 
be provided automatically. 
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Project No. 



Grant No. 



INSTRUCTIONS 

Complete this form in pen or by type- 
writer. Submit three (3) completed 
copies directly to THE DIVISION OF 
EDUCATIONAL FINANCE, STATE EDUCATION 
DEPARTMENT, Albany, N,Y. 12224 



The University of the State of N^w York 
THE STATE EDUCATION DEPARTMENT 
Division of Educational Finance 
FEDERALLY AIDED PROGRAMS 
Albany, New York 12230 , 

FINAL PROJECT EXPENDITURE REPORT 
FA-IO-F (9773) 



Source of Funds (Program and Revenue Account No») 
Project Title 



Project Schedule: Beginning Date_ 



Ending Date_ 



Name of Agency Administering Project^ 
Mailing Address 



County 



Chief Administrative Officer^ 
Project Director 



JTelephone No._ 
Teleohone No. 



GENERAL DIRECTIONS 

This Final Expenditure Report follows the expenditure account codes used in the 
project budget forms FA-10 (Proposed Budget for the Operation of a Federal Project). All 
salaries and wages must be shown in the category claimed and on the Salary Data Sheet, _ 
page 17. All other expenditures must include all payment information requested. Please 
consult project budget and approved amendments (via FA-IO-A) as reference. 



SPECIAL AID FUND PROJECTS 

List below all revenues received for this Federal Project, 
sources as well as Federal Funds. 

SOURCE: (Please Specify) 



Include State and local 



TOTAL 



CHIEF SCHOOL ADMINISTRATOR'S CERTIFICATION 

I hereby certify that all expenditures reported herein are directly attributable to this 
project. The Assurance of Compliance with Title VI of the Civil Rights Act of 1964 dated 

^ applies to this report. 

month, day, year 



Type Name and Title of Chief School Officer 



Date 



Signature 
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200 INSTRUCTION 
210 Salaries for Professional Personnel 



Nase 


Title of Position 


Beginning and Ending 
Dates of Employment 


Salary Paid 


• 






■ 
















- 


SUBTOTAL 210 


$ 



ERIC 
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215 Salaries for Nonprofessional Personnel 



Name 


Title of Position 


Beginning and Bndihg 
Dates of Employment 


Salary Paid 










• • 


% 




t 




• 






























V* SUBTOTAL 215 - 





250.3 Contracted Services for Ingtxuction 



Invoice br 
Contrrfct No. 


Date 'of 
Contract 


Nazce of Contractor 


Check No. 


Date of 
Check 


Azaount^aid 




< 






» 




SUBTOTAL 250^3 





250.2 ' Travel Expenses for Instraction 



Dates of 
Trip 


Nan« of Traveler 




Purpose and /or 
Destination 


1 Amount Paid 




* 


1 

* 




SUBTOTAL 250.2 

* 


$ 



ERIC 
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OTHER INSTRUCTIONAL EXPENSES 



22Q -Textbooks 



V - 


Invoice No. 


Purchase Order 
Date 


Name of Vendt/r 


Check No. 


Date of 
Check 


Amount Paid 






c 








230.1 School Library Resourc 


Total 220 

:e8 


$ 


Invoice No. 


Purchase Order 
Date 


Name of Vendor 


Check NO. ; ?^ 
* Check 


Assount Paid 












, Total 230.1 

* ' ' " • 


$ 



230.3 Audiovisual Materials (not equipment^ 



Invoice No. 


Purchase Order 
Date 


Name of Vendor 


Check No. 


Date^ of 
Check 


Amount Paid 














Total 230,3 





240 Other Miscellaneous Expenses for Instruction 



Invoice No. 


Purchase Order 
Date 


Name of Vendor 


Check No. 


Date of 
Check 


Amount Paid 














Total 240 


3 



SUBTOTAL OTHER EXPENSES 
(Sua of 220, 230.1, 230.3, 240) 1 
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260 STAPF DEVELOPMENT {Recruitment & Training) 
260»1 Salaries or Stipends for Staff Devglopoeat 



Name 


Clsssificatlon of ^sition. 
(as In original budget) 


B-?ginnl,ng and Ending 
Dates of Trng^.Perlod 


Salary Paid 




J ~ 






SUBTOTAL 260.1 


$ 



260*4 Contracted Services for Staff Development (including consultant service) 



Invoice 
Contract 


of 
No* 


Date of 
Contract 


Name of Contractor 


Check No* 


Date of 
Check 


Amount Paid 


















e 




SUBTOTAL 260.4 





260.2 Travel for Staff Development 



Dates f Trip 


Name of Traveler 


Purpose and/or 
Destination 


Amount Paid 






\ 




SUBTOTAL 260.2 


$ 



EMC 
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OTHER EXPENSES FOR STAFF DBVELOPMEKT 
260,5 Tuition for Staff Development 



Receipt Order or 
Contract No, 


Date isof 
Contract 


Name or Institution 


Check No* 


Date of 
Check 


Amount Paid 














TOTAL 260,5 





260*.6 Inservice Education Expenses for Staff Training 



Invoice or 
Contract No, 


Purchase 
Order Date 


Name of Vendor 


Check No. 


Date of 
Check 


Amount Paid 








_ 






Total 260*6 





260*3 Other Miscellaneous Expenses 



Invoice No* 


Purchase 
Order Date 


Name of Vendor 


Check No* 


Date of 
Check 


Amount Paid 














Total 260*3 





SUBTOTAL OF OTHER STAFF DEVELOPMENT COSTS 
(Sum of 260.3, 260.5, and 260.6) $ 



ERIC 
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300 GUIDANCE AND ATTENDANCE SERVICES 



310 Salaries for Guidance aod Attendance Services < 











Hame 


Title of Pos^^ion 


^ Beginnings and Ending 
- Date of Ecploymeat 


Salary Paid 














Total 310 


$ 




Professiprtal Salaries SUBTOTAL 


$ 



Nonprofessional Salaries SUBTOTAL $ 



320.4 Contracted Services 



Invoice or 
Contract No. 


Pate of 
Contract 


Name of Contractor 


Check 
No. 


Date of 
Check 


Amount Paid 






• 






i 


SUBTOTAL 320*4 


$ 



320.2 Travel Expenses for Guidance and Attendance Service 



Dates of 
Trip 


Name of Traveler 


Purpose and/or 
Destination 


Amount Paid 










SUBTOTAL 320.2 


$ 



320.3 Other Expenses for Guidance and Attendance Service 



Invoice or 
Contract No. 


Date of 
Contract 


Name of Contractor 


Check No. 


Rate of 
Check 


Amount Paid 














SUBTOTAL 320.3 


$ 
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400 HEALTH SERVICES 



\ 



410 Salaries for Health Services 







/ 




* u Name 


Title of Position 


'^ginning and Ending 
Dates of Employment 




« 








* 1 X 

420.4 Contracted Services 


Subtotal 41o 

* 





Invoice or 
Contract No. 


Date of 
Contract ' 


Name o^ Contractor 


.Check No. 


Date of 
Check 


Amount Peid 














SUBTOTAL 420. A 


$ 



420.2 Travel Expenses for Health Services 



Dates of Trip 


Name of Traveler 


Purpose and/or 
Destination 


Amount Paid 


- 


* « 










SUBTOTAL 420.2 




0. - 

420.3 Other Expenses 


for Health Service^ 








( 







Invoice No. 


Purchase Ordi^r 


Name of Vendor 


Check ko. 


Date "of 
Check 


Amount Paid 






J 








SUBTOTAL 420.3 


$ 



ERIC 
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/ 



500 PUPIL TRANSPORTATION SERVICES 



510., Salaries for P'jpil Transportation Services 



Name 


Title of Position 


Beginning anc* Ending 
Dates of Employment 


Amount Paid 


) 










' SUBTOTAL 510 


$ 



520 Contracted Services and Pupil Carriers 



Invoice or 
Contract Ko. 


Date of 
Contract 


Hame of Contractor 


Check No. 


Date of 
Check 


Amount Paid 


V * 












SUBTOTAL 520 


$ 



c 



560 Ot her Expenses for Pupil Transportation 



Nuiaber of Dlstrict-Owned-Bus Miles 


X Rate @ $«11 per mile « 


Amount Claimed 


Traveled Under Special Project 


y 






SUBTOTAL 560 


$ 



RIC 
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600 OPERATION OP PIANT 
610 Salaries for Operation of Plant 



Name 



Title of Position 



Beginning and Ending 
Dates of Employment 



Amount Paid 



SUBTOTAL 610 



660 Other Expenses for Operation of Plant 



Invoice No* 



Purchase Order 
Date 



Name of Vendor, etc. 



Check No* 



Date of 
Check 



Amount Paid 



Total Expenditures Before Proration 
Portion of co^t Attributable to this Special "Pro ject-SUBTOTAL 660 



(tXXTE: Computation of proration should be clearly illustrated - use 
formula in or'iginal project budget - FA-10*) 
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700 MAINTENANCE OF PLANT 
710 Salagies/for Maintenance of Plant , 



Name 


Title of Position 


Beginning and Ending 
Dates of Employment 


Amount Paid 




✓ 






SUBTOTAL 710 





740 Other Expens.es for Maintenance of Plant 



Invoice No, 


Purchase Order 
Date 


Name of Vendor, etc. 


Check No, 


Date oi 
Check 


■ 

Amodnt Paid 












\ 


SUBTOTAL 740 





« 810 EMPLOYEE BENEFITS (Employer's Contributions) 

Obtain Totals From Page 17 SOCIAL SECURITY 

RETIREMENT 
HEALTH INSURANCE 
WORKMEN'S C(»I?ENSATION INSURANCE j. 

SUBTOTAL 810 

O 69 
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83Q RENTAL OF BUILDINGS 
830 Rental of Land and Buildings 



Invoice or 
Contract No. 


Date of 
Contract 


Name of Contractor 


Check No, 


Date of 
Check 


Amount Paid 














SUBTOTAL 830 





900 FOOD SERVICES 

910 Salaries for Foojl Services 



Name 


Title of Position 


Beginning and Ending 
Dates of Employment 


Salary Paid 






- \ 




SUBTOTAL 910 





920,4 Contracted Services 



Invoice or 
Contract No, 


Date of 
Contract 


' Name of Contractor 


[check No, 


Date of 
Check 


Amount Paid 














SUBTOTAL 920,4 





920.2 Travel 



Dates of 
Trip 


Name of Traveler 


Purpose and/or 
Destination 


Amount Paid 




■ 






•SUBTOTAL 920.2 





920,3 Other Expenses for Food Services 



Invoice No, 


Purchase Order 
Date 


Name of Vendor 


[check No, 


Date of 
Check 


Amount Paid 














SUBTOTAL 920.3 





ERJC 
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1000 COCURRICUIAR ACTIVITIES 

1010 Salaries for Cocurrlcular Activities 

■ ■ ■ I 



^ame 


Title of Position 


Beginning and Ending 
Dates of Employment 


Salary Paid 


♦ 








SUBTOTAL 1010 


$ 



1020.2 Travel Expenses for Cocurrlcular Activities 



Dates of 
Trip 


Name of Traveler 


Purpose ond/or 
Destination 


Amount Paid 






c 




SUBTOTAL 1020.2 


$ 



1020.3 Other Expenses for Cocurrlcular Activities 



Invoice No» 


Purchase Order 
Date 


Name of Vendor 


Check No. 


Date of 
Checl^ 


Amount Paid 














SUBTOTAL 1020.3 


$ 



ERIC 
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1100 COMMUNITY - HOME RELATIONS 
1110 Salaries for Community - Home Relations 



Name 


Title of Position 


Beginning and Ending 
Dates of Employtnent 


Salary jPald 










SUBTOTAL 1110 


$ 



1110,2^ Travel Expenses for Community Home Relations 



Dates of Trip 


Name of Traveler 


Purpose and/or 
Destination 


Amount Paid 










SUBTOTAL 1110.2 


$ 



1110.3 Other Expenses for Consnunity - Home Services 



Invoice No. 


Purchase Order 
Date 


Name of Vendor 


Check No. 


Date of 
Check 


Amount Paid 














SUBT«CAL 1110.3 
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CALCULATION OF INDIRECT COST AMOUNTS 



A. Direct Cost Base (Sum of expenditure items 210 through 1100.3) $_ 



B. Approved Indirect Cost Rate (use approved rate for restricted 
programs) 



C. (A) X (B) or Total Indirect Cost Dollar Amount 



1220.3 MINOR REMODELING 

) 



(The gross claim for minor remodeling may not exceed $2,000 per room) 



Invoice No* 



Purchase Order 
Date 



Name of Contractor 



Check No* 



Date of 
Check 



Amount Paid 



SUBTOTAL 1220.3 



ERLC 
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1230 EQUIPMENT 



Invoice No. 


Purchase Order 
Date 


Name of Vendor 


Check No 


Date of 
' Check 


Amount Paid 


• 














• 




V 






■ 














1 












# 


















• 


• 




* 


i 








SUBTOTAL 1230 


$ 



« 
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PROJECT OPERATIONAL EXPENSES SUMMARY 



ACTIVITY 


CODE 


SALARI 
PROFESSIONAL 


ES 

NON PROF. 


CONTRACT 
SVC. 


TRAVEL 


OTHER 


INSTRUCTION 


200 












STAFF DEVELOPMENT 


260 












GUIDANCE & ATTENDANCE 


300 












HEALTH SERVICES^ 


400 












PUPIL TRANS • 


500 


XXXX 




/ 


XXXX 




OPERATION OF PLANT 


600 


XXXX 




j XXXX 


XXXX 




MAINTENANCE OF PLANT. 


700 


XXXX 




XXXX 


XXXX 




EMPLOYEE BENEFITS 


810 


XXXX 


XXXX 


\ XXXX 


XXXX 




RENTAL OF BUILDINGS 


830 


XXXX 


XXXX 




XXXX 


XXXX 


FOOD SERVICES 


900 












COCURRICULAR ACTIV. 


1000 












COMMUNITY - HOME REL, 


1100 












INDIRECT COST 




XXXX 


XXXX 


XXXX 


XXXX 




MINOR REMODELING 


1220.3 


XXXX 


XXXX 


XXXX 


XXXX 




KQUIPMENT 


1230 


XXXX 


XXXX 


XXXX 


XXXX 




TOTALS 




$ 




$ 


$ 


$ 


GRAND TOTAL 


$ 



NOTE: LOCAL AGENCIES WILL BE NOTIFIED OF AMOUNTS RETURNABLE AT THE COMPLETION 
OF FINAL AUDIT BY THE DIVISION OF EDUCATIONAL FINANCE. 





For State Use Only 


Total Estimated Budget 






Total Actual Cost of Project 






Amount Previously Advanced 






Adjustment Due 






Department Use Only: 


1 




Project No. : 




Grant No. : 


UAN: 




LEA NO.: 



16 
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PART B: GENERAL AUDIT GUIDES 



A Suminary of the Guidelines, Used by the Division of 

\ 

Educational Finance, Federal Aid Planning and Claims 
Section, in Completing the Audit of the Final Expen- 
ditures of Each Federally Aided Program 



Recommended for Use by Local Educational Agencies in 
Planning, Budgeting, and Reporting Expenditures of 
Approved Federally Aided Projects 
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GENERAL AUDIT GUIDES 



1. General Criteria - To be considered allowable for Federal aid, costs must 
meet the following general criteria: 

a. Be necessary for proper and efficient administration of the 
special program and be allocable thereto under the principles 
provided herein 

b. Be permissible under State laws and regulations 

c. Conform to any limitations or exclusions set forth In these 
principles. Federal laws, or other governing limitations as 
to types or amount of cost Items 

d« Be reasonable 

e. Must not result In a profit to local agency 

f. Must not be Included as a cost of any other Federal or State 
special aid project 

2. Responsibility for Federal Accountability - Federal projects must operate 
under the jurisdiction of the local, board of education or other appropriate 
governing body. Federal project^ expenditures are therefore subject to the 
same scrutiny as all other expenditures of the local education agency. The 
local board of education must. In the final analysis, be accountable for 
the proper disbursement of Federal project funds. Established board 
policy governing teachers' wages, mileage and travel allowances, overtime 
compensation, or fringe benefits, as well as State rules pertaining to 
competitive bidding, safety regulations, or Inventory control must be 
followed. 
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3# Approval Date for Funding - It is the practice of the State Education 
Department to use the earliest possible date for funding purposes. This 
is usually the date the local project application was received in the 
State Education Department — regardless of the amount of time later 
required for program review and written notice of program approval to be ^ 
made* For audit purposes the Division of Educational Finance will use 
the date of receipt in the State Education Department as date of funding. 

/ 

4. Charges for Full-Time Pezfsonael - No full-txme person may be reimbursed 
for bis work under a Federally Aided Program if he were erapl^y^d in the 
same or similar position prior to the implementation orf the Federal 
program. Reimbursement for the work of an employee under, a Federally 
aided,. program may be proper when the individual to be paid has been 
replaced in his former position, or is new to the school district as a 
result of the creation of a new position due to the Federal program 
activities. With this in mind, it should be noted that a full-time 
employee's salary should not be increased or supported in part trirough 
the use of Federal funds merely because one is ia Feder^ program wqrk. 
Remuneration for the work of a regular full-time employee for work per*- 
formed on Federal Frogr,am activities is approved only if: 

a. the regulat employee is relieved of sorte or all of his 
former duties and a replacement is engaged to assbme them, or 

b. the regular employee is engaged by the local board of 
education to perform Federal program activities which 
are in addition to his regular duties. The nature of 
such duties and the time at which they are to be carried 
out should in no way coincide with or duplicate the / 



requirements for, or jol> description of, bis regular 

f»f>sition as developed prior to the school district's 

/ 
\ 

< invotvement ^In the Federal program'.- 

Substantiation of Personnel Costs - V/hile duplVate copies of payroU 
records should not be filed with the final statement of expenditures, 
,the salary earned and pdid to each individual employed under the project 

< 

must be accounted" for as to (a) name of individual, (b) title of position 
held, (c) rate of pay, (d) period of employment, and (e) total amounts 
paid. 

Personnel services provided by one or two p^ositions L month before 

the beginning date of the actual operation of a project and 1 month after 

the termination date of a project will normally be acceptable for audit. 

In no event, however, will personnel services be honored prior to tKe 

date of project approval or ^subsequent to the end of the fiscal year in 
> 

which the project was funded. 

Payment Information - All expenditures claimed for reimbursement must be 
clearly Identified as to the following payment information: ^ invoice 
number, purchase order date, vendor name, check number, date of check, ^ 
and amount p^aid. Internal transa. lioas, such as supplies taken from* 
^school stock (warehouse, supply room, etc.) should be so indicated on 
Vhe final claim. The date of the transaction should be listed and ;»ny 
identifying data such as ''journal entry" or "job number." 

Prior Approval - No commitments should be made against a Federal project 
prior to the date of written project approval. For purposes of Federal 
aid, a commitment is made on the date local educational agency issues a 
purchase order or signs a contract or has personal services performed. 

81 



•fMs rule ?)lso applies to those budget amendments noted above* The 
following specific rules relative to prior approval must be carefully 
followed: 

a» Any increase in the number of and/or change in type of 
pers<ynnel items requires prior approval through a budget 
amendment* Also, consultant salaries over $100 per diem 
must be prior approved; 

b. Any increase in the number and/or change in typo of 
equipment iteins having a unit value of $50 or more 
(budgeted under category 1230) requires prior approval 
^ through a budget amendment^ 

c* All out-of-$tate travel must be itemize^ and any 
changes or additions to this -category must be prior 
approved; 

d. Any time a budget subtotal category is increased by more 

than 10%, prior approval must be obtained. However, 

i ' 

prlot approval is not required if the change, does not 
increase the original budget subtotal by more than $500; 

e. The total budget grant amount, however*, may not be 
Increased without prior approval. 

Incurrence and Liquidation of Project Commitments - Generally, Federal 
projec'cs, unless otherwise stated, are funded from Federal moneys 
appropriated according to Federal fiscal year. Therefore, fiscal *75 
Federal p^rdgrams are financed from moneys appropriated for the Federal 
fiscal year beginning J^ly 1, 1974 and ending June 30, 1975. The moneys 
*re, therefore, usually available for obligations incurred during this 
period of time for projects to be operated within such period. This, 




therefore, means tha*- all purcbase orders or contracts have to be issued 

\ 

or personal servf<:e5: rendered during the Federal fiscal year of funding. 
(Note: Adult Basic Education, ESEA, Title I, II, III have some exceptions. 
See below.) In case of rental, the period of rental use determines the 
basis of obligation. Agencies operating Federal programs during this 
time are allowed 12 mon*"h3 following the close of the Federal fiscal year 
of fuading in which to liquidate all outstanding obligations* For 
fiscal *75 Federal projects, therefore, a local agency will have until 
Jun^ 30» 1976, in which to pay all bills under Contract of purchase order. 
In the case of major construction projects, 2 years may be allowed for / 
purposes of liquidation. 

Unler certain circumstances, aad with prior approval, funding 
is allowed to be extended to the next yeer. Thi^-provision is referred 
to as "Carry-over." Funds approved for use in a given fiscal year are 
made available for obligation and liquidation during the subsequent 
fiscal year. 

Note : Exceptions to June 30 as Final Date of Obligation Rule: 
LSCA 11^ H.E^A. I, These programs are often approved to cross 

Voc. Ed. (Construction), fiscal years. (See the professional 

) Adult Basic Ed, ESEA III responsible for programs if questions arise,) 

/ 

Title I E5EA July and August are sometimes included in; 

fiscal year in which services may be 
rendered. (See professional responsible 
for program if questions arise,) 

Title II, ESEA Sf»e I'rem 25 below. 
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9. Approval of Positions - Because, primarily, of che effect that the 
addition, deletion, or change in number of personnel In a project can 
have on the program actually in operation at the district level, re- 
imbursement shall be limited to the actual number of positions which 
were approved in the budget or an approved amendment, 

'The Division of Educational Finance will make every effort, at 
time or project reviews, to see that there is an understanding between 
the local district and their office as to the number of positions being 
approved and on which first payment is being made* Therefore, it is 
Imperative that a budget indicate the number of Full Time Equikvalent (FTE) 
positions. The final claim for reimbursement could not exceed the 
number of FTE although the number of persons may be two or more, 

10* Purchase Order - In most Federal projects, purchase orders should be 

initiated before the close of the tiscal year for which the project was 
funded, and in no event should the date of the purchase order precede 
the date of project approval or be subsequent to the termination date of 
project activities, 

II* Budget Amendment - It is anticipated that, during the course of project 
operation, unforeseen circumstances will require budget amendment. Any 
increase in the number of ^or change ia the type of personnel positions 
within the budget, or changes in the number, or kinds of equipment 
(having a unit value of $50 or more) must be presented for Department 
approval before such commitment is made at the local level. In addition, 
all internal budget transfers causing an increase of 10 percent or more 
in the original budget subtotal (as identified on the budget form) must 
be presented for approval to the program administrator in the State 
Education Department aefore local commitment is made for such increase, 

84 
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However, prior approval for 10 percent increase is not required if such 
change does not cause ait increase of more than $500 in the original 
budget subtotal s 

12. Transportation E:cpenses - Pupil Transportation - When local agencie 

provide their own school bus transportation for a project, reimbursement 
shall be computed at the rate of II cents per mile for gas, oil, deprecia- 
tion, and insurance. Only the salaries of bus drivers and monitors shall . 
be allowed in addition to such costs, and these should be reported to 
reflect wages paid to such individual drivers for the service. In case 
of contracted services, a copy of the transportation contract must be 
provided. 

13,, Travel Expense - Stati und Other Professional in the Project - At the 
time of project audit it shall be determined if the local educational 
agency of the particular project has a written policy regarding rates of 
travel reimbursement. If it does, a copy of that policy roust be on file 
in the Dividion of Educational Finance . Actual expenses claimed against 
a Federal project sliould be allowed only if the individual has indeed been 
reimbursed in accordance with the local policy on file. 

Lacking such policy, or*for districts where no such written policy 
exists, expenditures can be allowed within the following conditions: 

a. The expenditure should have a prior approval by having 
been shown in the correct category of the approved 
project budget; 

b. The following rates are approvable as maximum rates: 
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1. Travel - Reimbursement at the rate of 13o per mile. 

2. Overnight Travel - Per Diem 

New York City Area (Rockland, Nassau, $30.00 

Suffolk, Westchester Counties) 

Upstate New York 24.00 

Out-of-state 29.00 



3. Meals r for approved trips which do not 
require lodging overnight the following 
rates will be allowed: 

Upstate N.Y.C. Area and 

' New York Other States 

Breakfast $ 2.25 $ 2.50 

Lunch 1.65 1.6.5 

Diur^r 6.10 6.85 



Total Meal Allowance $ 10.00 $ 11.00 

« 

14. CQnsultan^s Expenses 

In order to assure that audit citations are held to a very minimum 
and to assist in efficient budgeting, the following are suggested: 

a. The budget should contain all information about consultants 
(Purpose of Expenditure, Per Diem Rate, Total Amount). 
Additional information such as actual number of consultants, 
dates on which services are to be rendered, qualifications 

of consultants, etc., should be included, if at all possible. 

b. Special itemization should b> made in the budgeting of 
consultants who are to receive more than $100.00 per diem. 

\ c. If the local agency is unable to list the specific infor- 

mation at the time of submittal of the new budget they must 
include at least the general description of services to 
be r'^ndered and the total amount proposed for consultants. 
However, prior to employing any consultant for more than 
$100.00 per diem, the lodal agency must notify the State 
Education Department Program Office in writing. 
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15. Expenditures for Equipment and Supplies - In addition to the actual cost 
of each Item, costs of shipment are considered part of the purchase 
price of such items and are eligible for Federal reimbursement. 

16. Heat, Light, and Water - In claiming expenditures? for heat, light, and 
water, the cost munt be directly identifiable with, and attributable to, 
the Federal project. This establishes three (3) criteria for claiming 
reimbursement for such costs: . t 

a. If the building is used exclusively for the Federal 
project. 

b. If the building \is used solely as a special project center 
and several Federal projects or^rograms are operable there, 
the proration of such cost for each project must be based 

on the percentage of totaV project time the Federal project 
*| operated. 

c. If the building is not a separate special project facility 
(but more likely a regular school building), costs under 
this category are allowable only if the Federal project 
operated at a time when no other educational program or 
activities were offered. Cost should be prorated as follows: 
No. of Project Hours Only 

Federal Project in deration X Appropriate Bills 

No. of Class Hours for Period of i:ime 

All Classes in Operationl Federal ProJ ct 

Operated 

Note: Class Hours computed as follows: Class X No. of Hours Operated - 
Class Hours. If I class operated 25 hours, 10 classes operating 
the bame length of time would equal 250 class hours. 




Rental of Building Space - A copy of the contract under which the rental 
costs were authorized must be executed and available. Rental costs are 
not allowable if the local agency is charging rent to itself or is 
charged by any political division of which it is a part. 

Magazine Subscriptions - Magazine subscriptions may be approved for 
periods extending beyond the 12 months of the fiscal year in which the 
project was funded If it is evident that the rate during the longer 
period of time would be less than would be the rate for single year 
subscriptions. In no case can a subscription for longer than 36 months 
be approved at time of audit. 

• 

Telephone Expenses - Unless the Federal project necessitated the 
installation of separate telephone facilities, normal telephone charges 
may not be prorated and charged as a project expense. In the case of 
long distance charges, however, these expenditures will be allowed. 
A copy of the telephone bill itemizing such toll calls and identified 
as to name of caller and purpose of such call should be retained at 
the local level. 

Other Costs of Communication - Routine office mailings rel^Jtive to this 
Federal project are not considered eligible for Federal reimbursement 
purposes. However, costs incurred for special mailings are eligible 
and should be itemized as to (a) purpose of mailing and (b) number of 
pieces mailed. 

r 

Fringe Benefits - The maximum rates for budgeting and reimbursement of 
Federal aid for employer fringe benefir costs announced annually in the 
June issue of The School Financial Aid Bulletin. 
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22. School Lunch Reimbursement Under Federal Programs - It is Department policy 
not to*pay for any foods in situations where a lunch program was .eligible 
for reimbursement under the National School Lunch Act. This would 
generally mean any full lunch provided regular school children. Inasmuch 
as these are eligible for school lunch aid, the Division of Educational 
Finance would not make any additional payment for such lunch -programs. 

On the other hand, since the National School Lunch. Act does not provide 
for snacks (except milk)such costs would be eligible under most Federal 
projects. 

A local educational agency may claim the difference between the 
amount allowed for reimbursement (National School Lunch Act) and the 
actual individual rate of providing the lunch. The reimburs^able rate 
will, of course, vary depending on the economic situation of the student. 

23. Audit for Transportation - All transportation contracts entered into by 
school districts must be approved by the Division of Educational 
Management Services of this Department. A "transportation contract" for 
other than district owned busses should be executed and approved prior 

to the beginning of the project. Such contract must be stamped "approved" 
by the Division of Educational Management Services and retained and avail** 
able for verification at the local levr»l. 

24. Unigrant - This is a combination application for ESEA, II and NDFJ\,III. 
The application will be handled by the Division of Educational Finance 

as two sep.'^rate projects. Advance payments are made in the ESEA, II part 
of the application. NDEA, III has no advance payments and one claim at 
the conclusion i^f the project is made on a matching basis. A separate 
final report is made for each segment. 
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25. Salaries for Personal Services - ESEA^ 11^ Only - A special agreement 

has been reached with HEW officials affecting payment for personal / 
services in Title II only* 

Salaries can b<? paid for personnel in Title II only for services 
y relative to processing, cataloging, and acquisition of materials. 

If at the close of a fiscal year (June 30), some materials 

being purchased with funds from that fiscal year have not arrived and 

been processed at the local level, it would mean that cataloging and 

processing of these materials would have to take place during the next 

fiscal year. It is proper to pay for these services during the second^ 

fiscal year, from the first fiscal yearns I'unds if the funds are properly 

encumbered at the close of the first year. In order to accommodate this 

unique feature of ESEA, II, the following certification statement is a 

part of the final claim form: 

**I hereby certify that the salary data listed above are 
true and are shown on the payroll records on file i^n 
this district. I further certify that the services of 
individuals listed in III above were performed and/or 
incurred between dates of project approval and project 
completion. 

I 

26. Substitute Purchase Orders - (ESEA, II, Only) - Under Title II, ESEA, 
only, a unique agreement has been reached between the Bureau of School 
Libraries and the U. S. Office of Education which allows for substitute 
purchase orders to be issued by the local district until December 31 
following the fiscal year of funding of the project. This applies only 
to purchase orders which are for items originally ordered by a regular 
purchase order no later than June 30 of the fiscal yeur of funding of the 

project a^d were not filled as a result of the failure of a ^supplier to 

\ 

provide all or part of the items ordered^ The local district must 
satisfactorily complete the last page of the Report, which requires 
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clear identification of purchase orders issued during the correct 
fiscal year with purchase orders issued during the second fiscal year 
which are to pick up those items not available on the original order. 
Directions printed on that final page should be carefully followed. 
If there are any questions on interpretation, these will be gladly 
explained by the Department's ESEA II staff* 

27* Paid Interest - No Federal funds can be granted for any interest charges 
incurred by the school district on .behalf of a Federal Project. In the 
event that insufficient Federal funds are available at the local level 
in time to meet necessary obligations, procedures for the Internal 
transfer of district funds are described In the December 1967 Issue of 
the School Business Management News * Further Information may be 
obtained from the Division of Educational Management Services. 

28. NeK York State Sales Tax Allowance - At the time of audit. It has been 
the practice not to allow reimbursement to boards of education for New 

4 

York State sales tax charges. (Boards of Education are exempt governmental 
agencies and not required to pay this tax when purchasing supplies « 
equipment, etc., for the district .) ^ 

The staff of a school district, while on official buslne-^s for 
the district, are also exempt from New York State Sales Tax and 
reimbursement should n^J be allowed for those charges. 

Other personnel in the project such as consultants and guests 
may be reaulred to pay the New York State Sales Tax on such things as 
food and lodging. In cases such as ^hls there could be an allowable 
reimbursement at time of audit. 



Correspoadence - In writing a local educational agency for further 
information, it is expected that unless a reply shall be received 
within 15 calendar work days from the date of letter, the items In 
question will be deleted from its claim and the claim processed for 
paymerxg as is. 

Audit Correspondence - Forms Used - (Copies attached) - To insure both 
a uniform approach in corresponding with the local districts and maximum 
ability of the audit staff of the State Education Department to move 
from proj^,ram to program, 4 sets of audit memo forms have been developed. 
Form A is used when further information is requested from 
local agencies in order to complete this office's audit. 
\ Form B is used to notify local agencies of audit citations. 
This is mailed prior to submission of the audit findings 
of the State Education Department to the Department of 
Audit and Control. Please note that on Form B the local 
agency is only informed of audit disallowances varying more 
than $10 from its original claim. This is interpreted as a 
variance of $10 or more per invoice, contract, or personnel item. 
Please also note that should the local agency not respond 
within 15 days of mailing Form B, the audit findings of the 
State Education Department will then be presented to the 
Department of Audit and Control for verification. 
Form C is an additional page of Form B and is used if the 
ba k of Form B does not provide enough space to list the 
audit citations. 

Form D is used after Audit and Control has verified project 
audit findings of the State Education Department. This 
form is designed to either notify the local agency of the 
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balance due on th(? project or request a refund check due to 
overpayment. Please note also that a copy of the audited 
report of expenditures is enclosed with this form. 

The above procedures have been designed to inform the 
local educational agency as fully as possible of the audit 
findings of this Department and to give the local agency 
adequate time to investigate these findings. Should a local 
agency believe it docs not have sufficient information as to 
the audit findings of the State Education Department, such 
further information, if requested, will be provided via 
telephone or letter relative to such project audit. If this 
is not possible, the agency is invited to come to Albany to 
review in person and in detail the audit folder on file in 
the State Education Department. It is recommended that an 
appointment always be made prior to such a visit. 

31. Reopening of Audits - Once a final transaction has been made on a project 
(final check sent or refund requested), the local agency is granted 
3 months thereafter to reopen such project for further audit review.- 
If no request for review is imade within such 3-month period, the audit 
findings are considered final and shall not be reopened unless a 
Department audit error was made in terms of the information originally 
provided for audit by an LEA, 

^2. FEDERALLY EQUIRED ASSURANCES FOR CONSTRUCTION, ACQUISITION, LEASING , 

AND RENOVATION OF FACILITIES - The LEA IS REQUIRED TO PROVIDE ASSURANCE 

THAT: . 

a» Upon completion of the construction, title to the facilities 

will be in a State or local educational agency and will be 

( " - ■ 
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regained, and the building operated and used for a period 
of not less than 20 years for the educational and related 
purposes' for which it was constructed; 

Contracts for construction, approved pursuant to the project 
proposal, will provide that all laborers and mechanics 
employed by contractors or subcontractors on all construction 
projects assisted under this title shall be paid wages at 
rates .ot less than those prevailing on similar construction in 
the locality as determined by the Secretary of Labor in 
accordance with' the Davis-Bacon Act, as amended (40 U.S.C* 
276a--276a-5) that such contractors and subcontractors will 
comply with the regulations in 29 CFR 5.5 (a) end (c) (see 
29 F.R, 100, ;01, 13463, and 29 CFR Part 3, Subpart B - Inter- 
pretation of the Fringe Benefits Provisions of the Davis-Bacon 
Acl:--published at 29F,R, 1346S); and that the nondiscrimination 
in employment clause prescribed by Executive Order No* 11246 
of September 24, 1965 (30 F»R» 12319) will be incorporated in* 
any contract for construction work or modification thereof as 
defined in said Executive Order; 

Construction work shall be contracted for, and performed, 
according to applicable State and local rules and regulations; 
Architectural or engineering supervision and inspection will be 
provided at the construction qite to insure that the completed , 
work conforms to the approved plans and specifications; 
In planning the, construe tion of the school facilities each 
applicant shall, in accordance with the provisions of Executive 
Order No* 11296 of August 10, 1966, (31 F,R. 10633) and such 
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rules and regnlation^ *'>s -nay be issued by the Department 



of HeaUh, Education, aad Welfare to caiTv out those 
provisions, evaluate flood hazards in connection with such 
school facilities and, as far as practicable, nvoid the 
uneconomic, hazardous, or unnecessary use of flood plains 
in connection with such construction; 
f. That the interest of the Scate .board or the local educ:^tional 



ncy in the facility and in the land on which the facility 



is located will be sufficient to assure undisturbed use and 



the school facility covered in the project during the 



g« The applicant will comply with all local and State codes and 

regulations applicable to construction; 
h« Assurance must be Tvade that the project ''Invitation- for- 

Bids" includes the following provision: 



"Notice of Requirement for Certification of Non- 
segregated Facilities - Bidders are cautioned as 
follows: By signing this bid, the bidder will 
be deemed 'to have signed and agreed to the 
provisions of the **Certif ication of Nonsegregated 
F3cllities**"ln this solicitation* The Certifica- 
tion provides that the bidder does not maintain or 
provide for his employees facilities which are 
segregated on a basis of race, creed, color, or 
national origin, whether such facilities are 
segregated by directive or on a defacto basis. 
The Certification also provides that he will not 
maintain such segregated facilities* Failure of 
2 bidder to agree to the Certification of Non- 
segregated Facilities will render his bid 
nonresponsive to the terms of solicitations 
involving awards of contracts exceeding $10,000 
which are not exempt from the provisions of the 
Equal Opportunity Clause," 




possession for the purpose of construction and operation of 



expected usable life of such facility; 




